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GETS STARTED

STEP 1-ADMIN LOGIN

¢ OpenZKPOS software Application.

¢ You will have a defaultadmin login with password.

¢ Typeadmin ID and password and click ENTER button.

-

ZKPos Restaurant

wrmmr © Nowyouare takento the MAIN MENU.

Main Menu

e Drrred  STEP 2 - ADDING COMPANY DETAILS
““| "« Company details like Name, Branch, Address, Company Logo,
Mobile Number, Company Code can be saved. From the main

{7 - ’7 menu, goto SETTINGS== STORE ==+ COMPANY

Campany Lago Hobde Kol

nmmmnm ¢ Enter all necessary detailsin the appropriate fields. At last,

browse the companylogo(max 150kb) andthenupdate the data
by clicking UPDATE button.

Company Details
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STEP 3 - STORE
o Click on the Store.
W2, There will be a search optionto search the store.
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”‘-"““‘“““ o Click on the ADD (+) option and enterthe Details.

Store | . . . .
v, T - e Thereis option to add alias details of store
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e e Click on the Save option.
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STEP 4 - MY STORE
s e Click on MY STORE.
&
oo © Enter MY STORE details in it.
Wy sre e Enable tax by ticking the check box
Company Lans Techvslogis [} Se Iect curre nCy

store Lana Store
Tax 7 Enable Tax

cunency India-INA-

STEP 5 - UTILITY
In some situations, you may need to grant permissions to access some features. Thatis done in the UTILITIES. For

example, In order to activate the menu time table you need to enable it in the utilities. You need to login as ADMIN
to view/access UTILITIES.
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e GOtoSETTINGS.

iy e Click on UTILITY from the setting options.
I | o= I e Thereis a column specifying the status of each feature. Some
— were Free and some others need to activate manually.

B | ¢ Todecide thenumber of decimal points,forselecting the Second
Language and also for selecting the Secondary displays (Order
View and Slid Show) .click on the generalsettings button on the
top left portion of thescreen.

tnabla barcoda seanar

Enebie Sliteshow customen display

Enable Multigle

Now let’s learn each utility one by one.

o : Pettycash is the advance amount given to cashier before start billing operation. To enable
petty cash, tick the checkbox correspondsto “ENABLE PETTY CASHADVANCE” and then click UPDATE button.

o : If youwant to display your company logo while printing invoices, you must
enable it here. Tick the checkbox that correspondsto “ENABLE LOGO IN PRINTING” and then click UPDATE button.

o : When we enable this feature, we can add products using BARCODE SCANNER. To
enable tick the checkbox correspondingto “ENABLE BARCODE SCANNER” and then click UPDATE button.

o : You can display company promotional videos, images, combo offers, and
discountsin customerdisplay screen by enabling this utility. To enable follow the stepsthatyou have done earlier.

. : This feature enables multiple language feature while printing invoices.

o : Customers are considered as your guests and you could save their count for reference
purpose or to print with the invoice.

. : When we enable this feature, PRODUCT, PRICE and QUANTITY will be displayed in the VFD
DISPLAY during product selectionin the POS menu.

o : To display the PRODUCT PRICE and TOTAL BILLAMOUNT in the LED DISPLAY you must enable
this feature.

o : Customers will be happy if you could produce the invoice in their desired
currency. To display total invoice amountin desired currency, enable this feature by ticking on the checkbox that
corresponds to “enable multi-currency payment”. Then UPDATEit.

o : If you want a simple print layout, then you need to enable this feature.

o : You can take big printout by enabling this feature.

o : You must enable this utility if you want to display combo products and side dish in the
POS section.

o :If this feature is enabled users can login/register using their fingerprint.

o :Wecouldaddingredientsonlyif we enablethisfeature.

. :Thisfeature allowskitchen managerto printorders.

. :Byenablingthisfeature youcantake printoutofthe orders.

. : By enabling menu filter, you can show the products according to the time like breakfast,

lunch, snack and dinner.
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: If this feature is enabled you can sale products without stock. For instance, you didn’t
update the stock receiving details to your ZKPQOS, but you want to sale the products. You can do it by enabling this
utility.

: This feature is used for authenticating customer card on each
ACCOUNTPAYMENT.

: Ifthis feature is enabled, tax will be calculated afterrounding theamount.
:Thisfeaturewillround off the amount in decimals automatically.
:Youcanadditionalspecialchargestotheinvoiceamount.
:Thiswilldisplaytable seatswhenyouclickonatablein POS.
:Youcancreateatemporarybillforthe customers.
:You can edit product detailsby enabling thisfeature.
:Thisfeature needstobe activatedmanually.
:This feature needs tobe activated manually.
:Thisfeature usedto take print fromthermalprint.
:Thisfeature usedtoenable scheduled email.
:Thisfeature enablesendworkperiodemail.
:This featureused toget notification.
:This feature used totake printautomatically.
:Thisfeature enables finger printlogin.
: This feature enables On-Screen Key Board.
: Thisfeature enables AutoBackup.

:Thisfeatureenablesinclusive tax calculation.

This feature allows the day's close reportto be sent to the specified email address during
the day's closing time.

:This feature istoenable the Bar.
: By enabling this feature you can save the details of tip/gratuity given to each food server.
: You can see the reportsin yourandroid device.

:If you want to enable the ZKPOS restaurant back office, you must enable this option.

: If youwant to enable cloud report app, enable this option. You can view the reports
of yourrestaurantanywhere.

By enabling this feature, we can sync the sales and Received data with the server. It allows
a user toaccess reports at any time and from any location.

Page 5| 112



ZKas

o ENABLE DIGITALINVOICE: To enable the digital invoice B2B and B2C, activate this utility.
o ENABLE CLOUDERP: It aids in data sync with ERP software (Unicorn ERP).
o ENABLE INVOICEDISPLAY IN CAMERA: To view the invoice details in CCTV monitor, activate the feature.

GENERAL SETTINGS

e You can see one button for general settings in the top of the
screen. Here you can set the number of decimal points.

e Selectif you needslide show and orderview in second display.
Enter screen width forthe orderview for betterview.

e Apart from English, we can select a second language from this
list.

Utility

STEP 6 - ABOUT SOFTWARE

ZKPOS version, Copyright, Website address, Release date,
27 support mail ID etc. are provided in this section. This is just
— for your reference purpose. You can contact or send your
w:wm m gueries to the provided mailid. Click check update button for
e new updates.
o e Goto settingsmenu.
TR s « Expand Settings menu.
© * Now click ABOUT.

STEP 7 - EMAIL SETTINGS

flscslving Person

Email Settings

st gmailcon e
[E——

samgletDyrailcom sampleamgmei.com

87 Cinil Carlenl. [soles Repor

Schedule U Daily On Time 1Zizam 3

® Oally Qn otesealy (30 Minetes

Customers

To send email to the Administrator or owner.

e Click on Email Settings menu from SETTINGS.

e Enterthe details like Email SendingServer, receiving emailid,
and cc email ids, Server Port, Email Account, Password and
SenderName.

e Select Email Content.

e Choose Schedule, two options are there; one is Daily on Time
and Daily onIntervals.

e According to the schedule email will send to given email ids

STEP 8 - ADDING NEW CUSTOMER
If you have regular CUSTOMERS, you can save their details. Later
that will help you during payment and promote their visits by giving
gifts or points.

® Goto Settings.
e (Click on CUSTOMER
e Toadd a new CUSTOMER, click on the ADD (+) button.




Basic Informatien Other Properties

Customers

Name
Kame [Allas]
Wobile bt
Mobile b2
Fmail 10
Status
TN N

Card Ko

besapion
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|Basic Infarmation Other Properties
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Customers

Country M|
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Adtivate Windows
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Customers

Basic Information Other Properties

Customers

Hame
e (Alias)
Mubie ol
Mobile HoZ
Email 10
Stotus
St
Card o

Deszription

\Wind:
I I T

sam

119611

905621574

ulielphens 16&gmall.com

488965582

ZKas

® Enter basic customer details in the appropriate fields including
customer name and alias name, phone numbers, emailid, status,
yourcomments, and finally the card number of the customer.

® You can add address and alias addressin other properties tab.

e C(Click save button after successfully add customer address and
alias address.

e C(Click save button after creating new customer.

Now a new customer details has been saved.

e To delete/editacustomer, click on the saved customer.

¢ |fyou wantto delete, click on the customer, then click DELETE
button. Click YES in the confirmation dialog box.

e To edit you must click on UPDATE button instead of DELETE
button. But before that make necessary changestothe datain
the provided fields.
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¢ Now we can create a login for customers

Custormers

® Please note that customershould possess a customer account
(see customeraccount)

Basic Information Other Properties
Kamne Sam

ame [allas]

o s ¢ |fwe create a customeraccount, then ADD PASSWORD button

Mobile oz 895623574

will be shown in customer’sinterface
e Click on thatbutton

Emall 10 juliealphons18 Egmail.com
Status.

GETIN b

Cond Mo 438085562

Desriplion

* You will geta pop up to enterusername and password forthe

07/13/2022 X

Customers customer.
sasc nforstion O Fopefie e Enterthe credentialsthere, and click OK.

Kame

Name (Aiad
| User

wapn i | ¢ You can login to ZKPOS Restaurant now.
-y ‘ * You are directly going to the POS sales window and while

el 10|

g, settlementyoucan only use customeraccount payment type.

GSTIN NG

® Productsale and settlement of invoices will be described soon.

Desaiption

ki

Activate Window:
]

CUSTOMERACCOUNTAUTHENTICATION is a feature of ZKPOS Restaurant software. You can verify the card number
we save for each customer while settlingthe bill through customeraccount option.

e — wommem e Enable customeraccountauthentication from UTILITY.
R ASLON | B e While settling a bill through customeraccount, a pop up will
1090.0000 .
be shown asking to enterthe card number.

e Enterthe card numberandclick enterbutton.

STEP 9 - CUSTOMER GIFT CARD
We can generate GIFT CARD from ZKPOS Restaurant. Give a gift
card to a customerwhenthey make alarge purchase or purchase

Customer Gift Card

a unique item.

o Click on SETTINGS.

e (Click Customer Gift Card.

o Already created gift cards are shown in this interface.
e Click ADD (+) button to generate a new gift card.
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- Customer Account
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Enter gift card number, gift card numbershould contain
minimum five numbers.

Selectthe customer by clicking the button against customer
field.

Phone number will be shown as you saved earlier.

You can manually enter the expiry date in the field or you can
selectit in the calendar.

Or setthe expiry by clicking the button below it.

Enter descriptionif any.

In payment information enter the issue amount and discount
amount. Discount amount means a small charge that we
assigned to customer gift card. The gift card worth an amount
reduced by discountamount from issue amount.

Bill amount and paymentamount will be shown there

Click save button.

Now go to main menu, selectdine in or any order type in
which you can sale product by selecting customer.
Selecttable and table seat.

Now you will be directed to the POS sale window.

Click select customer.

Selecta customer with gift card.

Selectthe products.

Click settle button.

In settlementwindow you can see voucheroption, click on it
Select customercard
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e A popup will be shown.

Pos Restaurant POS

1
INR 1090.0000
1090.0000

. e Enterthe gift card numberin the respective field.

. e Customergiftcard details will be shown there.

e Enterthereceivedamountandthat amountwill be deducted
from the gift card.

aesmen | @ YoOU can selectall if the invoice amount is greaterthan gift card
amount.

Customer Account
e Remainingbalance is shownin respective field.
o Click ok.

e Settle the balance amount using cash or card.

NR 1090.0000

e Again, go to customer gift card through settings.
e You can see the used amountand remaining balance in the gift

Customer Gift Card

- % o - card as shown in the figure.

. p—— oo You can delete the gift card by clicking delete button.
— e Click a gift card you want to edit.
e B e Make necessary changes and click update button.

Terl P charges

00000

Remsring s

ey STEP 10 - FOOD VOUCHER

i We can generate FOOD VOUCHER from ZKPOS Restaurant. Food
voucheris a small printed piece of paperthat entitles the holderto
i a discount.

e Click on SETTINGS.
¢ Click Food Voucher.

e Click ADD (+) button.

_— e You can manually enter the expiry date in the field or you can
P = selectit in the calendar.
I oo o . L. .
s e Orsetthe expiry by clicking the button below it.

Woucher Count

e Enterthevouchername, vouchercountandvoucheramount.
e C(lick save button.

ewcher dmpunt
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Now click the voucherfromthe screen.

You can see total count, used count and available count of
the voucher.

Vouchercode forcreated vouchers are listed there.

Click print voucherbuttonto take print outs of the voucher.

This voucher contains the vouchercode.

Setthe normal type print bill in printer management.

Click settings button from main menu.

Click printer.

Select printer option from expanded menu.

Select normal type print bill as printer type.

Select the connected printer from drop down as printer
name.

Select status and click save.

Now you can take print outs of voucher by clicking print
voucher button.

You can give this voucher printouts to customers who are
eligible for discount.

Now go to main menu, selectdinein.

Selecttable and table seat.

Now you will be directed to the POS sale window.
Selectthe products and click settle button.

Select All to settle the whole amount.

Click on voucher button.

Selectfood voucher.

A pop up will be shown to search the voucher.

Enter the vouchercode.

Vouchercode and expiry date will be shown in the pop up.
Click ok button.

Click ok to the confirmation message.
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STEP 11 - RESERVATION
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The food voucher is successfully accepted now and the
voucheramountwill be deducted from the total.

The status of the food voucheris changed to ‘used’ from
‘Available’.

Used countand available count also changed accordingly.

The term reservation is defined as 'blocking a particular space/table, fora definite period, fora particular guest.

07/13/2022

Rescrvation Master

L s N9 - e
FREECEE
AL

Admin (5l tea

Main Menu

Click on RESERVATION menu from SETTINGS.

30 minutes is the default pre notification time and 1 houris the
defaulttime for minimum reservation time.

Enter pre notification time and minimum reservation time if you
wantto change it.

You can click the clear button to empty the text box. Without
updating the details will not be changed.

If you entera pre notification time, your selected tables will be
blocked prior according to the reservation time. The status of
the table will be changedto reserve.

After minimum reservation time for a particular reservation, the
reserved status option of the reserved table will be vanished.

To add new reservation details, goto main menu.
Select RESERVATION from main menu.




Por Restaurant POS

kTd
AN Tables

Edir
Check In
Cancel

Take Order

Pos Restaurant POS

Edit

Check In

Caneel

Toke Order

P Restaurant POS

AN Tables

Edic

Check In

cancel

ok Order

Pes Restaurant POS

KT

AN Tables

Wl kescrvation

Edic

Check In

cancel

Toke Order

13-07-2022 03:03:51:PM

) - @
@ B 2 T
Customer Search Unseitied velivery Reservation
e w|oms o R own — soch
Status S [ime cusamer |phane fo rarty sz | Resenaton for
Reserved ONLI022 1., 14,4948 sam 9911196133 2 asdd
Reserved [07/13/2022 12... [14:50:56 Sam (9911186133 3 wdr

07152022

Status

3oz

|pate

admin (E3HeRMEY

13-07-2022 02:51:42:PM

cancel Semch

bstomer —[ohone o

seath by phone
Search by neime

Besenvation

Party Stze Reservation for

clmin | G5 Mein e

e A = Sy
X & Researion Check 1n “ Semeh
ime Customer ‘Phoﬂe Ho bartySize | Reservatin for
1 2 3
4 5 6
7 8 9
La) 0 >

- o

Admin (SMERNEU

13-07-2022 03:14:25:PM

= .
7 e :
5} BE ¥
Cotmme ek = Rt
Name Phone: Address
e p——— Bt
s 33663
Sam 0911196133 96,JK Streat.Rannl, Pathanam
Erms

wn &
e v

8 Cancel

fdmin | (M pe

ZKas

You can see the date selectingfield, reservation, checkin,
cancel, and search button

The reservation details, check ins and cancelled reservations
will be shown as perthe selecting dates

Enter the from date and to date manually or by selectingthe
date from calendar

Click on reservation button. The details of live recreations can
be shownthere

Like this you can view the reservations already checked In or
cancelled.

You can search the reservation by clicking the search button.

A pop up will be shown contains three ways to search the
reservation details — search by phone number, name, and
reservation number.

Click on search by phone number.

Enter the phone number of the customerusing the keypad.
Click right arrow to search the entered phone number.

The whole reservation details saved with this mobile number
will be listed including the completed ones.

Click search by name option.
You will be redirected to an interface as shownin figure.
Enter the customer’s name inside the search box.

The customer will be shown there.
Selectthe customer.
The details will be listed.
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¢ The details will be listed as shown in the figure whenyou
search the details by enteringphone numberand customer
name.

¢ C(Click search button and selectsearch by reservation number.

¢ You can enterthe reservation numberfrom the print out of
reservation. You can take print out of reservation details whole
saving it in the software.

¢ Enter thereservation number (ticket numberin print out).

¢ Click right arrow button.

¢ The details will be shown as earlier.

Pes Restaurant POS
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e Click NEW buttonin the left side of the reservation window.

¢ You are redirected toa window as shown in the figure.

e Enterthe purpose of the reservationin the field ‘reservation
for'.

¢ Selectthe customer by clicking select button against the
customerfield.

¢ Phone numberwill be automatically fetched.

¢ Enter the partysize to know about the number of tablesand
table seats.

e Enterorselectthe reservation date and time interval as in the
figure.

¢ Nowclick selecttable.

¢ You directed to a window in which you can select the table as
peryour requirement.

¢ Selectthetable fromthe screen.

¢ Ifthetableis alreadyreserved, you willgeta message ‘table not
available for selected time period’.

¢ |If the table is not enough for the party size, a message will be
shownto the user.

o Selectthe table according to the party size.

¢ Enterthe depositamount (advance) forreservation.

¢ Enter the description and click save button to save the details.
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Aftersavingthe details print option will be appeared.

Click print button to take print out for the reference.

Click cancel buttonto go to previous page.

You can see the details of reservations listed here.

If you want to edit details selectthe particular reservationand
click edit button.

You can change the necessary details.

If you want to change the date or time, you should change the
table also. Because there may be a chance of change in
availability for tables as you change the date and time.

Click update button after necessary changes.

Now we can see how can a customercheckin to the reserved
table and take orders.

Selectthe reservation you want to checkin, and click checkin

button as shownin the figure.

You will geta confirmation message, click yesto the message

Now you are check in to the table.

When we add a reservation the status of selected table will be
changedto ‘Reserved’.

When we check in to the reserved table the status changed to
checkin.

Selectthe details by clicking checkin tab.
Click take orderbutton.

You are directed to POS sale window.

You can select the items and click settle button to continue for
payment.

The advance amount will be deducted fromthe total amount.
Selectthe payment mode and complete the settlement.

Now let us see how the reservation effect the table selection window
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STEP 12 - ADD/DELETE A VENDOR
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Click dine in option from main menu.

Whenyou add a reservation, the table status will be changed
to ‘Reserved’ as shown in the figure.

You can ‘checkin’ to the reserved table from table selection
window also.

Click on the reservedtable.

A confirmation message will be shown ‘table reserved. Would
you like to check in?’.

Click yesto the confirmation message.

You are directed to POS sale window.

You can selectthe item and continue for payment.

When you ‘check in’ to the table (from table selection window
as well as fromreservation), the table status will be changed to
‘checkin’.

You are directed to POS window while clicking the particular
table whose statusis ‘checkin’.

Please note that you are ‘check in’ to the reserved table from
the table selection window, you are directly going to POS sales
window.

A Vendoris a person who provides the products, so to add venderdetails while adding product, first you need
to add Vendordetails. Here you can see how to add a VENDOR.

Pas Restaurant POS 20 Jznuary 2021 X

Login as ADMIN.

Goto SETTINGS.
Expand Settings menu.
Choose VENDOR.
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¢ AvendornamedSupplier Awill be there by default. To view

Pos Restaurant POS

09 September 2021 X

e the details of that vendor, click oniit.
nachile Mol Welderntifextion o |
Emall 1D —|
Cruntry. muakirg Na. —|
iy Ot 13 —|
- o

Pas Restaurant POS 09 September 2021 X [ ]

If you want to edit the vendor details, make necessary
e changes, and then click UPDATE button.

¢ Aconfirmation dialogbox willappear, click OK.

Mobile Ho2 @ Address. allal,

[ T Kachi,
Email 1D vendor@gmal com S * Fmakulam,

_ India,
Gy India O o l a7
o Emahuiam (=14 B
st Felamasot | saooma e

m .

P Resurane S e If you want to delete the vendor then click DELETE button
erd instead of UPDATE button. A warning box will appear, you
- " . = should click OK to delete it. You cannot delete the default
ile Mol 1115548\;7—| Tax Identifigation No ’W
v noz e wa vendor
e 10 T e e F’:njn}‘mnm.
Counley India R TP
chy ‘Km:h\ atner Ty |
s Kelameseri A o |
(beicts
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If you wantto see vendoraccount details, then click VENDOR

ACCOUNT DETAILS button.

¢ Toviewthe accountdetails setthe date range and click on
SEARCH button.

* You can see the debit credit and balance amount.

e Balance brought forward is shown there. It is the balance that

has beenbrought forwardto the current period from the

previous period.

20 January 2031 X L4

erdr [ +)

20-01-2021 > |20-01-2021 | SupplierA

Dete Description Deblt Credt Balance.

Balance Brougnt Forward .00 1200000

¢ You can see the amount details of purchase (stock receiving)
from this vendorand his advance details if any.

Transaction Total 0.00

12000.00 12000.00
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‘Vender

Balance: 400000

cash

15 February 2021 X

Pos Restaurant POS.

Vendor

20-01-2021 o] [20-01-2021 - [Suppliera Bl

Date Desaription Debit

Balance Brought Forward 10000.00

01/20/2021 10000.00

01/20/2021

Vendor Account Tra...
Vendor Account Transac... 0.00

20 January 2021

Balance.

12000.00

2000.00
0.00 10000.00

12000.00 ~12000.00

Transaction Total

10000.00 ‘

12000.00 2000.00

Now we can see how to add a new vendor

Pas Restaurant POS

09 September 2021 X

Wendor

Hamg
Hahile; Mot |
el Noz

Email ID

St vl ]

Tax Ldentification o |

Astress

STEP 13 - DELIVERY BOYS

ZKas

If youwantto enterthe payment details click on the transaction
detail

Select payment mode cash or card

In the opened window you can see the balance amount details
Enter the amountin the amountfield

Click save button

Now you are directed to the vendoraccount details page

¢ Theamountwill getupdatedinthe accountandyou can see the

new details and balance amount now

Click on the ADD (+) button.

Provide Vendor Name, Mobile Numbers, Email ID, Status as
Active / Inactive, Description about the Vendor, Tax
Identification Numberand Address.

Click on SAVE button and OK to confirmation Dialog.

A personwho delivered yourfood parcelis known as delivery boy. Add delivery boys to ZKPOS.

Delivery B

Many

e

Goto SETTINGS.

Expand Settings.

Click on DELIVERY BOYS button.

Click ADD buttonto a new delivery boy.
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¢ Adddelivery boy’s Name, Mobile number, Email ID, Status and
Address.
e Click SAVEbutton.

Mabile No 9747180558 iddress JK STREET, Mengloor
o e Click OK.
o “

w1472 7 e Todeleteadeliveryboy, click onthe saved name.
Dellae e €« Click DELETE button. Note that if there is only one delivery boy,
- 3 you cannot delete his details. Because he is saved as the default
delivery boy. Otherwise, you can delete the details.
¢ (Click OKin the confirmation dialog box.

wabile o ) Address ddfd ‘

Frmail 1 snddpniigmall.cam

¢ To edit the details of a delivery boy, click on that delivery boy.
Detvery 8ys 3 o Make necessary changes.
¢ Click UPDATE button.

Mabile No 9632422231 Addross | K Street Mangaloor ‘

¢ Click OKto the confirmation message.

Emall 1D mijrmm@gmsil.com

Now we can see how to do a home delivery in the software

14-07-2022 0:40:29:AM e Toaddanew delivery Order, click on ADD DELIVERY button.

Admin (NSRS
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e wmm e You directed to the customerselection page. You can see NEW
CUSTOMER BUTTON is enabled and all other buttons are in
inactive state. If youclick on a customerfrom the customer list

Qtummcr Scarch

[ all buttons are changed to active state.
o Selectthe customerfrom the list.

sam no1 1166133 96,1K Strest, Ranar, Pathanamthirta, India 6625347 ° Click S ELECT CU STO M ER b utton )

e You can create customerfrom this interface.

woommmmm e Click NEW CUSTOMER button to create a new customer.

o Fill the details of the customer.

e Statuswill be selected as active by default.

e Click SAVE button if you want to add the customer.

o Afterclicking add you will be directed to the customerselection
page.

o Select the created customer and click on SELECT CUSTOMER
button.

e |f you click SELECT CUSTOMER button from customer creation
page, you will directly go to POS sales window for selecting the
products.

Admin ({5 eI MU

When you create a customer in ZKPOS Restaurant software by clicking SAVE button, you just save the details of the
customerintothe software. Ifyou want to see the payment details, advance details, and account details of a customer.
You must create an account for a customer. Now we can see how to create a customeraccount.

T wemmem ©  Incase of delivery, select the delivery option from main menu
o Click ADD DELIVERY button.

e From list selecta customeryouwantto create an account.

o (Click EDIT CUSTOMER button.

o Click CREATE ACCOUNT button.

e Select OK to the confirmation message.

5T

e You can create account while adding a new customer through
o the add deliveryinterface.
e Forthat click NEW CUSTOMER.

Pas Restaurant POS

HiH

A Tabies e g Unsited

Qr.mmrc.mn

e o - b e Enterthe details and click CREATE ACCOUNT button.
— s ’ e Click OKto the confirmation message.

Email ] s

e The details will be saved by default while clicking the create
account button.

Admin (EaMEinsE0
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w5222
96655585235 A, et o o e st st

33463

11186133

o] ffa,ndia e2ssa;
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KT
AN Tables

07/1412022

Admin ({ZMsinHend

14-07-2022 09:49:20:AM

Custamer Search Unseitled G

o 071472022 o

Date

18020

Customer Advance Cash... Do

XKetose

Desuiplion Debit Ciudit Balanee

1400.8000) RULTEL

Pes Restaurant POS

Account Kame
Desarlaten

Amount

Pas Restaurant POS

Q Customer search

Transaction Total 20000 1000.0000 10060000

Admin (NSNS

14-07-2022 10:00:28:AM

Customnss Search

Sora Balance: 415.0000

Cash

415,000

admin (5 Heln e

Search

Mame:
mehul

M

Phone Adiress
85222 woliam ndia

06455505235

%63

o 19e133 9,1K St R, Fathanarmtitta,India, 6625347

fcdmin | C3Mein e

ZKas

e Now you can see the account details of customers who has
customeraccount.

e To view the accountdetails, click ACCOUNT DETAILS button
afterselectingthe customer.

o [fthe customerdoesnothave an account, then a message ‘the
selected customer does not have customeraccount’ shows.

e Ifthe customerhasan account the details will be shown as in
the figure.

e The paymentdetails through customeraccount while settlinga
bill will be shown here.

o Afterclicking ACCOUNT DETAILS button, enter from date and
to date.

e Click SERACH button. Now the details will be listed below.

o To view the details of a particular transaction by clicking on it
and go for FIND TICKET option.

e You can settle the amount from account details interface.

e Selectthe transaction you wantto settle.

e C(Click cash or card as payment option.

o Nowyouwill get an interface showsthe accountname,
description, and amount.

e Enterthe description and amount.

o Click SAVE button.

e Nowyoucan enteranadvance amountin customeraccount.
e Asusualselect the customerbyclicking on it.
e Click ADVANCE button.
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S wewmmmm © You can see customer name, a text box to enter the advance
amount and previous advance details of that particular

customer.

Customer sam

e To add an advance amount, enter the amount in advance

v oo

Reservation
m -
7414/2022 10:03:03 A 0.0000 o

amount field.
e C(Click the payment mode cash or card.

¢ Now the advance details will get updatedin the list view.
e You can take a print out of the details by clicking PRINT OUT

Total 100.0000 [EED button.

Admin (NSRRI

Now let us see how to add a delivery order to the software

T wwmmmm ©  Asyouknow click DELIVERY from main menu.

e Thenclick on ADD DELIVERY BUTTON.

N — : _ e Click on the customerand then SELECT CUSTOMER.
B : e You are directed to the POS sales window as shownin the
figure.

e Selectproductsfrom the product grid.
e You can see that the settle buttonis not in active state.

e You haveto selecta delivery boy, to deliverthe parcel to the
customer.
e So,you mustassign a delivery boy.
e Forthat click on DELIVERY BOY option from left side buttons.

e You can see the saved delivery boysin the pop up.
@ e Selectthe delivery boy fromthe list.

im B g

¥

i

Iy S

e Enterthe deliveryamountin appropriate fields.
e Click OK button.

tenpivan it

nm.wb.'lu m= Balance

e Nowthe settle buttonis in active state.
e C(lick settle buttonto continue with payment.

o5 Restaurant POS

INR

200.0000

Ticket Total
Discount
sub otal
Round m
Grnnd el 150

Exrs Charges 500009
Mt Amount 20000
sayment lotal 0.0w0
Balance




STEP 12 - NOTIFICATION

ZKas

Notification feature means you will get a notification when customer credit and vendor credit value go beyond the

limit entered in software.

Utlity

_ -@Gwm‘ o I

Name stanus

Enables Android a

T T

07/14/2022

Nofification Settings

2 vendor Cradit Limit Nexificatien 1 Days

Custormar Credl, Linil Nolifeslion 1 vars

Pos |Restaurant 21-Jan-2021 03:12:18:PM

Main Menu

Counter

Courler 1

Software 10 YRS GO ICBGSCI yEVIO Xt W gD 3F

e m

cauneer satunrs 1

0T A0T A DO Ol ...

o To activate this feature, tick the check box against ‘Enable
notifications’ from SETTINGS >> UTILITY.

¢ Nowselect NOTIFICATION SETTINGS option from settings

¢ Youcan entercustomerand vendor credit limit notification days
in text box

¢ Tick the check box to activate the notification

¢ Click SAVE button

e C(Close the application to see the changes.
e Again, openZKPOS Restaurant software and log in.

e You can see the notification in the right bottom side as shown
in the figure.

STEP 13 - COUNTER

Counter feature is available in ZKPOS Restaurant to set billing
counter.

¢ Click COUNTERin the SETTINGS section.

¢ Newwindow is opened, you have to enter name.

e Software IDis automatically displayed.
¢ Onceyou setthe software toa counteryou cannot changedit.




STEP 14 - TABLE AREA MANAGEMENT

ZKas

As you have seen earlier, each table is placed in particular area. There will be 3 tables by default. But you can
Add, Edit or Delete table areabased on your requirements. Let’s seehow itis maintained.

Settings
b A
- = A S
B ) @
st e Custanarian G roadWizner e
Dpmer
Products
Gipens - " oL h ot
e
= =
@ — hh;@ Tade Banageil Ll 'KL]WW l%
- o L -
Shnoedent
FEJiwentory
= (050 "
Eponstase FOS Wb Currerey Exchange Tate Cumerey Danoennaton 1 1 /1 C Reort g

07/14/2022

Teble Area

Table rea rea &

Fnckground image

Pos Restaurant POS

Goto SETTINGS.
Expand Settings menu.
Scroll down and click on TABLE AREA.

Default Table Areas will display in the new window.
You can add new area by clicking on ADD (+) button.

You can see a single field to enterthe Area Name. Enterthe
name in the providedfield.

Choose Background Image by clicking BROWSE

If the image size is larger, we have the option to crop the
image

After clicking the crop button, a pop up will be openedfor
cropping the image.

Selectthe part of the picture you want to save as background
Click crop button.

Now you will get the croppedimage.

Click UNDO to retrieve the original picture.

After croppingclick OK button.
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s p— 71 e Click SAVEbuttonto save the area
Teble s @ . Anew Table Aread4hasbeencreated.

e ] e Ifyou wantto update any area details, select the area name
€3 o Make necessary changesand click update button
et e e You can delete the areaname by clicking the delete button
i e

e Whenyoudelete an area the whole tablesin that area will also
be get deleted

e Click YES to the confirmation

STEP 15 - TABLE MANAGEMENT

Add all the tables in yourrestaurant into ZKPOS so that you can keep track of orders in different tables. For instance
suppose yourrestaurant contain 34 tables. If you name each table like TABLE1, TABLE2 etc. and save other details like
table areaand number of seats then you can handle the orders more efficiently.

o402 X e Click on TABLE MANAGEMENT menu from SETTINGS.
b ot © e You can see some defaulttables there.

e To add anothertable, click on the ADD (+) button.
DEEEEEaD
DEEDEEED
DEOERnED

P e Typethe Table Name, Table Capacity (Number of Seats), Table
Sy Area.

Table hame I3

e Click SAVE button.

e Click OK tothe confirmation dialog. Now a new table has been
created.

e Click on DESIGN button

Total Cagaclty g

Tl drss ool
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STEP 16 - MENU TIMETABLE
Every restaurant has theirown menu. Breakfast, Lunch, Snacks,and dinner may vary from day to day and time to time.
In such cases you can keep the record for the menu efficiently using menu timetable.

Utility

Name:

Enable Kizchen frint

Shabus,

enable Ordervint

Ensble Gift and Paints

Enable minus stock

Enable Lustomer Account Authencication

Ao din Ty

T

ZKas

New window will be displayed.

Areaname and Background image will be displayed.

The new table will have a red out line, you can change the
position of that table by clicking on the table and movingit.
Seta position for the table

You can change the background image by clicking browse
button

Select the picture from location

Click crop button as shownin the figure.
Selectthe part of the picture youwant to crop.
Click CROP button and then OK.

Click save to sustain the changes.

If you want to change the design of table, click TABLE
MANAGEMENT from SETTINGS.

e Selectthe table youwant to change the design.
e Click designbutton.

GotoSETTINGS.
Expand Settings.
You have to enable menu filter feature from Utility
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e o ©  GotoSETTINGS.
- @3] e ClickonMENUTIMETABLE.
e Toaddanew timetable, click ADD (+)button.

e Enter the Name of the time table, Starting and Ending date,
Honu T [ +] starting and Ending time.

e Selectthe Add Products option.

e Selectthe appropriate Departmentand products from it.

e (Click on the OK button.

0 w3102 |

. e an g

Sl Puduct

I e I
[ | G oot | |

sutons [ B |

e Toremove a product

€5 o Sselectthe product to Remove
e Click Remove button.
T * Click SAVEbutton.
oo e A new menutime table will be added to the software.
e Ifyou wantto edit the menutime table, select the time table
o Make necessary changesand click UPDATE.
e For deletinga menu time table click DELETE button and then
click yesto the confirmation message.

S T ® Suppose you create a menu time table named breakfast from
8am to9 am.

o Selectdepartmentsand products as above.

e Enable the menufilter function from utility.

o Nowlet ussee how this effect the billing interface of the ZKPOS

£

B
et restaurant software.
@ e Forthatclick dinein (anyordertype)

g
=
i

Botnce R : T aw. | © Selecttable.
BN T e e In POS sales window you can see the selected products in that

time range.
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Addons

utily ‘Software 1D

STEP 18 - ONLINE ORDER TYPE

ZKas

STEP 17 - ADDONS

You can connect Android order app, Back office and android

report app into your POS machine by enabling the license for

them.

e Click ADD ONSin the SETTINGS section.

¢ The window shows the connected applications and its software
ID if you connected that application to the software.

You can give online order details like Zomato, Swiggy, uber eats Etc.
You have to save the payment types in your software first. The account details of each online ordering platform are
distinguished according to the paymenttype you given to each online ordering g platform.

Accounts

adnin G 2 E

Fayment Type Espence ypes Expense Detaie

—— ©

Pryment Type e ™

Pt Tyne: enline. Fl

s |

e To create paymenttype, click SETTINGS from main menu.
e Choose ACCOUNTS fromthe left side menu list.

o Click on paymenttype.

e You can view the created paymenttypesinthe interface.

e To create a new paymenttype foronline ordering, click on ADD
(+) button.

e Enter paymenttype name-say UPI

e Select payment type as online from drop down (for online
orderinginvoices are settled only through online).

e Selectstatus.

e Click SAVE button.

Let us see how to create an online ordering type and sale product through online ordering

Pos Restaurant POS

Gnline Order Type

e Selectonline ordertype from SETTINGS.
e You can see the online ordertypesalready created.
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e Click ADD (+) buttonto create a new one.

P e Entername andselectonline paymenttype from drop down we

saved earlier.
e : e Click SAVEbutton.
e Aneworderingtype will be seenin the interface.

e |f you want to edit the details click on that particular online
ordertype.

o Make necessary changesand click UPDATE.

T T ® Goto main menuand select ONLINE DELIVERY.

e e i 2, oo e You can see the open tickets (unsettled tickets) in the online
e deliveryinterface.
A e Click ADD ONLINE DELIVERY button.

Admin (EMERED

r—— mom e You will geta pop up to selectthe online delivery application

i s M= ey Siats o Afterselectingthe application, you will be directed to POS sales
P window.

[ o]

S— o ® Selectthe products and click settle button.

e Only online paymentis active amongst the payment type.

ikt e Balance

[Esetre
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Grand lotal [ Customer Account
Extra Charges o
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St
Name Phone Address

Rl #8737 Kol s
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lsam 22663
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K gk
Al lables. Unesectiled Delivery Reservation
71202022 o (0711472022 [
- Kowse
Dale Desuriplion Dehit Cradil Ralanue
n13/2077 \IPT Tiwnsaction GR7.0000 00000 6670000
00,0000 0.0000

071672022
o7/1472
/18]

967.0000
1617.0000

O Find Tiket

40,0000 0.0000 21570000
0122072 1P Tsnesaction 153.0000 0.0000 200000
71472022 UP1 Transaction 4B0.0000 0.0000 27000000
WL Uel Trensaction 6720000 0.0000 30620000

13077 1P Trensaction 53,0000 0.0000 4104000
071120072 P Tamesackion 02,0000 0.0000 47060000
0142022 81 Tiensaction 5000000 0.0000 5206,0000

Transaction Total 52960000 a0 52060000

fadmin | (3 Hein Henu

ZKas

e Click on it and select the payment type from sub payment box.

e You can see the details by application wise in oursoftware.

e Select CUSTOMER SEARCH button from online delivery
interface.

e Select the online order payment type (application) from
customerlist.

e Hereselect UPI.

e Selectthe date range and click search button.
e You can see the transaction details as shown in the figure.

e You can click a particular transaction and see the details by
clicking FIND TICKET.
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Account Kame UPE - Belence: -5296.0000

cash
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Main Menu
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STEP 20 - POS WEB
You can leverage ZK Pos web to know your Total Sale, Total Stock Receive, Day wise Sale and Day wise stock receive.
You can access the real-time sales details from different branches at anywhere in this world if you have a network
connection. InZKPOS Restaurant software POS web contains a summary of sales and receive.

ZKas

e You can settle the amount by clicking cash or card payment
type.

e Enterthe descriptionand amount.

e Click SAVE.

e Thedetails will be saved as transaction details.

e In caseyou wantto settle an open ticket, select the ticket from
the online deliveryinterface.

o Theticket will be opened with the product details.

o Click SETTLE buttonto continue the payment.

STEP 19 — SOFTWARE LANGUAGE

For the purpose of improving the usability of the ZKPOS
Restaurant Software, we can use the Software Language option.
It makes usingthe software simpler. We can select the Software
language from there.

You can choose a maximum of three languages.

Click on the Software Language in the Settings

Select Maximum 3 languages

Click on the Save option

o Three language options are displayed on the bottom side of the
Main Menu, from which you can select the appropriate language.
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POSweb feature is notfree like normalfeatures. You have to activate the feature. You can activate the feature through

ZK store as well as http://cp.zktecopos.com/.

Name

Fnbla tabla Seats

Uility

OR Code Hesh Code

Enible Tempurary Bil

i ot

07/14/2022

POS Web

Goto SETTINGS and thenclick UTILITY.

Click activate against the ‘Enable data Sync’ feature.
Paste the hash code.

Click ok to the confirmation message.

Now POSwebis activated.

Tick the check box.

Goto SETTINGS.
SelectPOS web

mwww  FM Two options are there. Daily on Time and Daily on Intervals.
2 Dally on Intzrvals | vt .,‘ Activation Stetus A K
— Choose your option then, click SAVE button.
After activation; Sync Status, Activation Status, Last Sync Date,

Amount.

Tax Type  Value

Expiry Date will be displayed.

e As per the schedule the data get updated. You can see the
details below.

STEP 21 - LEARN ABOUT EXCHANGE RATE

Some customers may feel happy if you could produce the invoice in their native currency rate, or there may be
situations where you need to deal with foreign customers. So, you could know the exchange rates easily with this
functionality. It is possible by updating the EXCHANGE RATE.

¢ First you should enable MULTY-CURRENCY PAYMENT inthe
uiy UTILITY.

-@hwm‘ =

bl guest count g Hee

Name: Stalus

Enable UFD Display a e

Enables LED Dlsplay | Fiae

Enable Simple print.

Enable Big print

e Now, Goto SETTINGS.

e ExpandSettings.

¢ From the menuoptions, click EXCHANGE RATE.

e Exchange rates may vary each day, so you can update it.
Update it by clicking on ONLINE UPDATE button.

o pep = T = e
Algtanistan iatani am f 20000
Albaris Lek a | Lek 00000
Alastia [lastian Dinar o 0000
Andarrs Furopean Furo FuR € oo
Ancola [Angslan Keenza 04 00000
Antigus e Barhuda|Fast Catibbesn Dallar e s nama
Argentna bese e s 00000

Behraln Bahrain Dinar BHD 0.0000
Rangladnsh angladeshi Taks T Wodoa
P e

=
E
g
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Currency txchange Hate
Comiry Currency. Code | Symbois Fxchange Rate.
Afghanistan \afghani AN 3 204000 A
Albania Lok AL Lek 00000 &
Algeria \Algerian Ninar 07 0.0600 &
ndermn European Euro | B | 3 &
Angela (Arigalan Knenea A 00000 &
|Antigus and Baruda East Canibbean Dollar xn 5 0.0000 &
Argentina Peso A s 00000 &
p— s D i | 0.0m00 rd
Amenia [srmenten bram i | oo £
At Gullder Awe f el &
ssstialia i1 An 5 00000 &
Austria European Buro EURL 3 0.0000 &
e an Venal | a2 | ' o &
Bzhamas Dalar HSD H 0.0004 &
Boharin Dinar BHD 00000 &
Tirain Relwairi Dinian L] 0.0000 &
Bengladesh Bangladeshi sk Bl 12 Vgl &
P o s < o # -
(Jonline Update

ZKas

You can change the exchange rate manually by clicking the edit
(pencillike) button.

Enter the rate.

Edit button automatically changed to save button, soclick on it
to save.

Now let us see how this effectin ZKPOS Restaurant software

Pos Restaurant POS
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Select QUICK SERVE (any ordertype).

Select the products and click settle.

In settlement window we can see total amount and charged
amount at the top side.

The drop down forthe charged amount will be active whenwe
enable multi-currency optionin utility.

Selectthe currency.

You can see the equivalentamountin selected currency.

STEP 22 - CURRENCY DENOMINATION
It is a properdescription of a currency amount, usually for coins
or banknotes.

Click on CURRENCY DENOMINATION menu from SETTINGS.
Add currency denomination value

STEP 23 - CLOUD REPORT APP

We can scan the barcode to view the reports of your
supermarket orrestaurant

You can use the cloud reportapp for 30 days trial
Afterthat you need to activate the license to use this feature
Click on thatbutton
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STEP 24 - PRINTER

Printer Management

Bupiate

Printer Management

TicketIype Printsil

Micrusaft 75 Document Wriler

Pl Ty

Printer Name

Oepartment.

Printer Management

Hormal iype Fincsil

[icrosoft %25 Document Writer
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e You can see the barcode that need to scan to get reports of
this software in ZKPOS Cloud Report App.

e Thereis an option to get notifications in our ZKPOS Cloud
Report App.

o You will getnotification on each sale or day close Selectthe
check box against the option and click update button.

ADD PRINTER
You can give details of printer thatyou wantto use.

¢ Click SETTINGS from main menu

* Goto PRINTER section below settings.

e Click PRINTER.

¢ To add Printerdetails then click ADD button.

¢ You can enterPrinter Name, Print type.

e Selectthe print bill as tickettype, paymenttype, normaltype,
label print and android order print

¢ Forticket type and android order print, you have an option to
selectdepartments

¢ You can setdifferent printerin differentdepartmentand thus
reduce the chaos while clicking the send order

¢ Inandroid order print you have to manually enterthe printer
name as same as in the android orderapp

¢ Choose Status.

¢ C(Click SAVE button

EDIT/DELETE PRINTER

* You can edit details

e Selectthe printer fromthe printerinterface

¢ Make necessary changes and click UPDATE button
¢ You can delete details by clicking delete button
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STEP 25 —POLE DISPLAY

You can give details of pole display.
ok ‘ ’ ¢ Goto PRINTERsection.
e ' e Click POLE DISPLAY.

e SelectCOM port

e Selectdisplay type - LED or VFD
e Click SAVEbutton

software 10 | com pere ‘Display Type

STEP 26 - LED DISPLAY

Seound Dy 3| Youcan give details of LED display for promotions and offers.
e Goto PRINTER section.

e Click LED DISPLAY.

e Toadd LED display details then click add (+) button.

e You can add bothimage and video as promotion.
second Dl @3] o Browsethefile.

Swon Gt e Click SAVE.

Selerl [l

EDIT/DELETE LED DISPLAY
¢ Youcaneditdetails, editfieldis there.
¢ Youcandelete details, deletefield is there.
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STEP 27 - INVOICE TEMPLATE
In Invoice Template when you place a bill the details will

automatically displays on the screen.

o —_— e —— + Goto PRINTER section.

- o | e Click INVOICE TEMPLATE.

vt st | ¢ Enter the details in respective fields

e ! * Selecttheinvoice template print type
' V e Click SAVE.
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You can update the second language for Invoice Template
by selectingthe Update Second Language option in the top
leftcorner.

Click on Update afterthe language change.

STEP 28 - CASH DRAWER
This feature enables cashierto maintain cash.

Goto PRINTER section.

Click CASH DRAWER.

Printer Share Name and Computer Name will be displayed.
Configure and testthe cash drawer

STEP 29 - PRINT OPTION
This feature enables print option.

Goto PRINTER section.

Click PRINTOPTION.

Four print options are there; Receipt, Temporary Bill, Kitchen
Order Print, Logo.

T park S of Quarity

ate Wind:
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In receipt option, you can select font family, font size, number
of copies, message to print, padding width etc.

You can select the options by tick the check boxesasshownin
the figure.

Click SAVE button.

Click temporary bill.

Enter number of copies, message to print and browse printlog
for temporary bill.

Selectthe contents like print logo, print sum of quantity,
barcode and secondary name.

Click kitchen order print.

Enter number of copies, kitchen memo by order or item,
invoice numberlocation, customerinfo.

Selectthe contents from details as shown in the figure.

Browse the logo and save.
You can crop the image by clicking CROP button.

Aftercroppingthe image click OK.
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Camera/DVR Integration

STEP 33 - DEPARTMENT
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STEP 30 - BARCODE

o Click BARCODEfrom peripheral devices.

e Printershare name and computername already shown there.
e Selectthe.pm file through browse option.

e Click save.

STEP 31 - BARCODE GENERATOR

e Selectbarcode generatorfrom PRINTER section.

¢ C(Click add item option and select one itemthat you wantto
print the barcode by entering barcode

¢ Enter the print count.

¢ Enable production and expiry date if you want to show them
with barcode, and enterthe date.

¢ Product barcode will be shownin the right side of the window.

¢ To print the barcode, click Print barcode button.

STEP 32 - CAMERA/DVR INTEGRATION

e You can integrate our ZKPOS Software with camera/DVR.
e Enable the Enable Invoice Display in Camerain Utility

e Enterthe DVRIP and Portnumber.

e You can view the invoice details in your CCTV monitor.

A grocery retailer may feeldifficulty in handling wide range of products. But you can manage them easily if you could
categorize productsinto differentdepartments. In orderto do so, follow the steps below.

07/14/2022

Beverages rie Naster

e Toadd a newdepartment, goto SETTINGS.
e Click PRODUCTS.
e Click DEPARTMENT LIST.
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EDIT / DELETE A DEPARTMENT LIST

ZKas

e Thenclick ADD (+) button in option menu.

Enter Department Name, Alias Name, Sort Order,
Department, and Status.

Choose Button style and Product button style.

Choose Parent Department.

Choose Department font colorand Product font color.

Choose Image.

Tick onthe check box if the departmentbelongsto BAR section
The departments in BAR section will not be appeared in other
ordertypes

Then Click SAVEAND OK button.

Goto PRODUCTS menu.
Click DEPARTMENTLIST.
To search a Departmentasearch fieldis there.

You can delete a Department as you deleted a Department before.

— ©
* e Lunch |
rarslata
Hies e Fra A Tipe  CIBAR
Sart Under 6 s Jactive] Y
Tulten Sty Helght 0w ] Gk S rentsz m o
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Trisge

Goto SETTINGS.

Click on PRODUCTS.

Click on DEPARTMENT.

Every saved Department will be displayed, you must choose
the Departmentthatyou wantto edit/ delete.

If you want to edit, then make necessary changes and click OK
button.
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e Nowclickonthedelete buttonand YES inthe confirmation pop
up if youwant to delete the department

e You cannot delete departments having sub departments or
products

STEP 34 - PRODUCT LIST

¢ Productdetails are entered and displayed there.
¢ Click on PRODUCTS LISTfrom products.

¢ Addall product’s details to ZKPOS Restaurant.

¢ Toadd anew product, go to SETTINGS.

¢ Click PRODUCT.

¢ From the menu options, select PRODUCTLIST.

e Thenclick ADD (+) buttonin option menu.

¢ UPCcodeis automatically displayed.

e Enter Product Name, Alias Name, Cost, And Sales Price.

¢ Choose Units, Status, Vendor, and Product Type.

¢ You can include or exclude the tax by checking or unchecking
the Exemption Tax Box.

¢ You can also select the inventory, Non—Inventory or receipt
fromthe restaurantitself from these check boxes. Itis useful
for product Tracking

e You can scan barcode if the product has a barcode.

e Click on scan barcode button.

e You will geta pop up to show the barcode details.

e Scan the barcode on the product using a barcode scanner.
e You will getthe barcode details at the interface.

e (Click CLOSE button.
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= e InTax settings selectthe tax for product from the saved details
proucs o (see tax).

T e Active taxesare shownin this interface

”“'E'“' T e Defaulttax alreadyin selection mode andin red color

S e Selectthe taxesfor this particular product.
e Indiscountsettings you can selectthe discount already saved
_ Froducs [+ in software (see discount).

mm— o Tick the check box and click SAVE button.

e —

EDIT / DELETE A PRODUCT LIST

You can delete a Product List as you deleted a Product List before.

s [+
Basic Lnformatien lax Setting | Ulscount Settings
* wame B stats
Translate
Al Mane: = ¢ ot 00,0000
* URCCade ety otz cost 3000000
* Desartment o " Sales rice 00000
unts m o vendor Sopplierh
VSN Cude rsusay | madat T
ey / Non Ve g Prosit EEET
Image I Tty 14 b Terory 1 | Revine
Product Detalls
071512022
o | m
i
3

Products
Basic nfamaticn Tae Sefting| Discunt Settings
* tems s s
Translate
iz Kame b * tos
" e o T Tolel Cust
* Degatment o * ol price
nits @
154 Couke A5EaE
Vi o g . g
- ]|
Image
[ e
o7713/2022 e
Cxenmplion Tax.
— e
.

00,6900

3000000

00,6000

Suppllert

355333

[ inwentory Non Invertory ] Recle

Goto PRODUCTS.

Click on PRODUCTLIST.

Every saved Products will be displayed, you have to choose the
Product that you want to edit/ delete by clicking the
departmenton leftside.

If you want to edit, then make necessary changes and click
UPDATE button.

Now click on the delete button and YES in the confirmation
pop up.
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STEP 35 - SIDE DISH

Feles Each side dishes are displayed there. You can add, edit and delete
g = o £ w2 side dish in this section.
g 8 o o 2 e To add a new Side dish, go to PRODUCTS.
Brae e Click SIDE DISH.
[ 2. e o

5 Main Menu

e Thenclick ADD buttonin option menu.
0 o , Enter Sub product name and price.
i e Click ADD PRODUCT button.

" e

e Selectthe products by selectingthe departments.
ik €3 o Clickona departmentandyou can see the products underthat
departmentasin the figure.

e Selectthe products by clicking on it.

e C(Click OK.
' e Browse an image for the sub product.
S = , e Selectthe status and click SAVE button.

e Goto PRODUCTS menu.
e Click SIDE DISH.
e To search a Side dish a search field is there.

= Shakes

| = luices

| = Smaathies

= Energy Bowls

| -Snaks nd Desserts
| #Kids Meals

| = Startars

| Shots

e
| Cold Beverages
|+ Soups

| #Burritos

| Salads and Sides
| # Combo Products
| =Sides

| Beverages
| =Coffea

| = Non-Alcoholic




ZKas

EDIT / DELETE A SIDE DISH
You can delete a Side dish as you deleted aSide dish before.

aasganas 1 e GotoPRODUCTS.
|« Cclick on SIDEDISH.
Every saved Side dish will be displayed, you have to choose the
Side dish that you want to edit/ delete.
If you want to edit, then make necessary changes and click OK
button.
Now click onthe delete button and YES in the confirmation pop
up.

s X Activate ‘enable combo and sub products’ from utility.
— e Click UPDATE button.
e Nowselectany ordertype from main menu(say quick serve).

Name

Frabli: g it

Enable combn,§ide Dish

Enable fingarpaint login

Ersble Togreadients

Enable Kitchen frint

Frablis rderPrint

Frnkla if anl Dnints

e T ® Selectan item with side dish as you already savedin the
software.

e Click on the itemfrom the area where the selected itemis
listed.

12 Piece Butterfly... |2 Plece Grilled Cr..

m Fish, Shrimp Cra... |Fried Green Toma.

- e Ontheleftside youcan see a few buttons.
@@ e Click on side dish button.

HOMESTYLE OAT... | Hotcakes and Sau... |

Balance INR 177.0000

e You can see the side dishesyou saved for this particular
product.

o Selectthe side dishesamongstthem.

e C(lick OK button.

e You can see the side dish underthe product and price will be
added.

2 Piece Grilled Cr...

ra... || Fried Green Toma...
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STEP 36 - COMBO PRODUCT

Goto SETTINGS.

Click PRODUCTS.

Click COMBO PRODUCT.

Before adding combo items, you have to create a product
named combo in product list as selecting the product as a
combo product (see product list)

Now you can see the new created productin the drop-down list
of combo product

Selectthe combo product from the drop down.

The image you saved in product list automatically appears
there.

Click Add combo products button.

Select products by selectingthe departments fromthe pop up.
Select side dish by clicking on it.

The selected products can be view as list as shown in the figure.
If you wantto remove an item, click on ‘x’ button.

Click OK button after necessary changes and click SAVE.

You can sale the product as usual.

STEP 37 - TAX
You can give Tax Details.

Goto SETTINGS.

Click on PRODUCTS.

Click on TAX.

Two options are there. You have to click Tax.
Enter Tax Name, Tax %.

Selectwhetherit is default tax or not

Click SAVE button



ZKas

e In active Tax section, you can decide the status of a tax.
e By default, all taxes are active once you saved the details.

e If you want to change it into inactive state click on ‘x” button
against it.

e Inactive taxes are notreflected anywhere in our software.

e You can add the taxes to active state by selecting the tax from
drop down and click ADD button.

e You can also sell products with inclusive tax facility.

o e For that enable ‘inclusive tax’ from utility.
R ¢ You can also round the tax amount by enabling Rounding tax
optionin the utility.
Rounding lax
specaicharges

Trond| STEP 38 - TAX UPDATE
e Selecttax update from products menu.

Tex Update

— - e We can assign tax to particular departments here.

- = T e Onlyselectedtaxes willbe applied to the selected departments.

E] namal tax L300

e Defaulttax is applicable to whole products unlessit is inactive

ote: Orly sectad Tces oA b 30phe0 T SHECted DRORTIIERY BIOMLKES
Activate Windows
G0 1 P el 0 vl Wi

STEP 39 - DISCOUNT

s ¥« Toadd discount details, click on discount from products menu.
e Disount e Click add button.
] e Enterdiscountname, discounttype (amountor percentage).

e Enterthe value of discount.

m m e C(Click save.
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7/15/2022 STEP 40 - UNIT
Each item is measured as a particular UNIT. You can add, editand
i = & & delete unitsin this section.

Dapaerent st Frodu Ust e st cambo Pradicts

e To add a new Unit, goto PRODUCTS.
e Click PRODUCTS.
e Click UNIT.

p— 7 e Thenclick ADD (+) buttonin option menu.

e Enter Unit Name and Quantity.

e Unit ID is automatically appearing.
e ThenClick SAVEAND OK button.

Unit Kame

ety 000t

EDIT / DELETE A UNIT

e €5 o GotoSETTINGS.
b e Goto PRODUCT.
. . e Click on UNITS.

e Every saved Units will be displayed, you have to choose the
Units that you want to edit/ delete.

o If you want to edit, then make necessary changes and click OK
button.
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Click on the delete button if you want to delete a unit.

Note that you cannot delete a unit if you already add products
with that unit.

Delete buttonis disable for such units.

STEP 41 - EXTRA CHARGES
You can give Extra Charges Details.

Goto SETTINGS.

Click on PRODUCTS.

Click on EXTRA CHARGES.

Choose ExtraCharge Type, percentage oramount
Enter charge % or amount.

Choose Status.

Click SAVE button.

Enable ‘Special charges’ from UTILITY.
Now click DINE IN option from main menu.
Selectthe table and table seats.

Enter the products you want to sale.

Click settle button.

You can view Extra Charges button as in the figure

Click on thatbutton

You will geta pop up shows the extra chargesyou already added
in the software
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T wommr e Selectthe extracharge
INR - 596.0000 = e Click OK button
5 e The extra charge will be get added with the total amount

- . e Continue forpaymentby selecting paymenttype

Ticket Total
Discount
sub fotal
Round 041
Grsnd Ttel 404

- Griine Payment

A
Customer Account

Exrs Charges 100.0000
Mt Amount 5960000
Sayment Iotal .00

Admin (MRS

STEP 42 - POINT MASTER

- You can give Point Details.
e— e Goto SETTINGS.
. | e Click on PRODUCTS.
et —— e Click on POINT MASTER.
h S = ‘ e Choose Points Type-amount wise or count wise.
e | e Enter Invoice count/Amount, Points, Min points for reward,
Reward Amount.

Now let us see how the point system works

S——— oi52:40: o C(Click CUSTOMER button from main menu.

e Selecta customerfrom the list by clicking SELECT CUSTOMER.

o Selectthe products fromthe list.

o Click settle button.

e |f the customer satisfies the criteria for point system as we
entered in point master, he can get a reduction from total

[Mame: Phone [Address

Rau 369222 Kollam,india

<am 13663

o su11196133 96,1K Street Rern Pathanamt 20, India, 5825347

Sar 9624578300

amount.
e Click VOUCHER paymenttype.

Admin (3 He e

e Select REDEEM POINTfrom sub payment type.
e You will geta pop up which shows the redeem point details of
= that particular customer.

s Restaurant POS

INR

1202.0000

e Selectthe customercard and the details will be shown below.
e C(Click OK and the reward amount will be reduced from the total
onle Paymenc invoice amount.

A

Customer Account

Balance MR
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STEP 43 - BEVERAGES QUANTITY MASTER
There is a separate quantity master and price master for beverage section. Please note that you have to create a
department by activating the bar facility and create products by selecting the unit milliliter.

e Click on QUANTITY MASTER Menu from PRODUCTS.
e Click ADD button.

o By 73] e Enterquantity.
=i e Click SAVEbutton.

sty [port

e To change details the, click Update button. To delete details
the, click Delete button.

Guarlity 200

STEP 44 - BEVERAGES PRICE MASTER
— e . Click on PRICE MASTER menu from Products.
ot - ! e Click ADD button.

quentrry £

—— e Choose product (mustbe includedin departmentbar).

cost price 2100000

e Enterthe cost price.

e Sale price already shown according to the product price.

e Click Save.

Adtivate Windows
e ——
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o Bakary BEVERAGES

uiliy e Enable beverages from UTILITY.
@ Genral Sellings N

— T e Click UPDATE button.

Cnable Bevergoe ‘

Pas Bakery

_ ot e Click Beveragesin main menu.
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e You will geta pop up to selectthe product quantity as we
savedin beverages masters.

e Selectthe quantity from pop up.

e Click settle buttonto continue.

STEP 45 —PRICE LIST

You can create more than one price list for Dine In , Quick Serve,

Drive Thru, Delivery, Online Delivery, Take Away, Customer Etc.

e You can create more than one price list for products with
different price.

e Click on the price list option

e Enterthe Price list Name, Selectthe Type and Status as well.
e You can delete the price list by clicking on the () Mark

e Afterclick on the Save icon.

STEP 46 —PRODUCT PRICE LIST

You can assign the product prize to each price list name.

e Selectthe Price list Name

e Selectthe product by clicking on Add Item option

e Fill the Bottom Price, Sale Price and also the list Price

e You can delete the product by clicking on the () Mark

e You can also update the product rate by clicking on the update
option.

e You can also Import /Export the current price list by clicking on
the Export and Import option.
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T = STEP 47 —TICKET TYPE WISE PRICE LIST

gt In Ticket Type Wise Price list the Ticket Type is assigned with the
e “| price list name.

o Selectthe Ticket Type from the Drop Down

Ticket Type

Prica List |
Delivery Hote

e Selectthe price list name
e Click SAVEbutton.

¢ Now while takingany ordertype, the new price willbe displayed

I T

Tbie Price List 1

x x

Delvery Frice List 3

e Selectany ofthe orderType (Let’s See Quick Serve)

1 7@ e Selectthe product.
e Pem ety |2 e Gries o o The new price is displayed there as per the new price list.

STEP 48 —TAX TEMPLATE

BcTpiae In the case of multiple tax calculations, we can use the Tax
povsns ‘ template.
[ ) fusa 'm o Selecttax template from products
SR 8 e Click “+’ button at the right top end
e Enterthe template name
e Selectthe tax on nettotal
e C(Click on ‘+’ buttontoadd new line.
2 20 5 0 G G
=TT LT LTI T L= |1
(5 0 5 2 X 0 B = :
[ —— x7ee

e Onsecond line you can choose on nettotal, on previous row tax
— amountor on previous row total

e Selectthe tax amountalso

Template 1 . . . Y}

= = e Ifyou wantto add newline, again click on ‘+

oo T | 5000 ‘| e Ifyou wantto delete an entry, click ‘- ‘button
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e Onnettotalmeansthe actualsale price of the product excluding
tax.

e On previous row tax amount means tax calculation is based on
the previous row’s tax amount.

e On previous row total means tax calculation is based on
previous row’s total amount.

STEP 49 - USER LIST
You can add userdetails.

Otherthan admin you can add other usersto ZKPOS. This will let otherusersto access ZKPOS. Other users can access
only limited features that assigned to them. We can add 5types of user privileges. Admin, Cashier, FoodServer, Kitchen
Manager and finally the custom role. Follow the below steps to learn about other user privileges. To create a NEW
USER, follow the steps below.

(e Herw

Tas Bakery 07/18/2022 X%

User Management
Har Admin Brench
Password 1 Inwaica Nurb 1
Designation s [
PIN Number I MSR Card Number
I I =

e Click SETTINGS.

e Click USERS.

o Click on USERLIST menu on the top left of USER window.

e ADMIN USER will be there by default. To view/edit Admin
details click on ADMIN button.

e You can add new users by clicking on ADD (+) button.

e USERID, NAME, PASSWORD, COMPANY NAME, BRANCH NAME,
INVOICESTART NUMBER, CARD NUMBER, MSR CARD NUMBER
etc. everything will be displayed. You can’t edit the designation
of admin. Also you have an option to login using a PIN number,
for that enterthe pin number.

e After making necessary alterations click on OK button. You
cannot delete admin.

e Toadd anew USER, click ADD button.
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e In the new window you have to specify the User ID, Password
and Designation of the user. Default UserID can change as you
wish. Pinis optionalthat lets you to login using your pin number.

e Company details and invoice start number will display
automatically. Add CARD NUMBER and MSR CARD NUMBER if
necessary.

e You can add finger print login also.

e You have to activate ‘ Enable finger print log in’ in utility.

o Click finger print button.

e Connectthe device and registre yourfinger print

e Thereis twotypes of finger print registartion—one is registered
by connecting an external device like SLK 20R and other is
registerthe finger print by inbuilt device in POS machine.

e To registre by using inbuilt finger print you have to enable
‘enable inbulit finger print registration’.

e Afteraddingall necessary details click UPDATE button.

STEP 50 - ROLES

You can give details of roles.

Open ZKPOS.

Click SETTINGS.

From the menu options click on USERS.
Click Role.

To add Role, click ROLES from USERS.
Click ADD (+) button.

Enter Role name.

Click SAVEAND NEW.
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EDIT / DELETE ROLES
You can delete a Roles as you deleted a Roles before.

Goto USERS.
Click on ROLES.

Every saved Roles will be displayed, you have to choose the
Rolesthat you wantto edit/ delete.

If you want to edit, then make necessary changes and click OK
button.

Now click onthe delete button and YES in the confirmation pop
up.

STEP 51 - ROLE PRIVILAGE

OpenZKPOS RESTAURANT.

From the menu options click on USERS.
Click Role Privilege.

Tick the privileges fromthe list for Role 1
Click SAVE button

STEP 52 - ROLE TO USER

OpenZKPOS RESTAURANT.

From the menu options click on USERS. Note that you have to
create a userwith custom role to assign privileges through the
software. All other designations have inbuilt privileges and
restrictions.

Click Role to User.

Click ADD (+) button to add Role to User.

Enterthe Userand Role Name.
Click SAVE AND NEW button.
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STEP 53 - GRATUITY/ TIP

A gratuity (normally called atip) is a sum of money customarily
given by a client or customerto certain service sector workers for
the service they have performed, in addition to the basic price of
the service.

OpenZKPOS RESTAURANT.

e From the menu optionsclick on USERS.

e Click TIP.

e Tick the check box to select the features - refund including tip
and check tip adjustment before cashierout.

e You can choose the mandatory gratuity by amount or not used
the tip at all.

e Choose mandatory gratuity by amountfromdrop down.
e Enterleastamountand mandatory tip percentage.
e You can give suggestions as percentage oras amount.

e You needtoactivate ‘Enable gratuity’ optionin UTILITY
e Goto QUICKSERVE andselect the products fromthe list.

o Make sure that the invoice amount is greater than the least
amount

e Aftersettlingthe amount, the TIP option underthe key pad will
be active click on the button

o You will geta popup to selectthe food serverandtip amount

e Selectthe foodserverand tip.
e (Click OKbutton.
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STEP 54 - TIP ADJUSTMENTS

e OpenZKPOSRESTAURANT.

e From the menuoptionsclick on USERS.
e Click TIP ADJUSTMENTS.

e You can change food serverand tip amount here.

e Click on the detail and click change tip.
e Enterthe details and click adjust button.

ZKas

e You can delete the gratuity details by clicking DELETE button.

STEP 55 - ANNOUNCEMENT

Give any Announcement to admin or other users this feature is

used.

e Click on ANNOUNCEMENT menu from SETTINGS.

e All announcementis entered here.
e Announcements are displayed in main menu.
e Click SAVEbutton.

e The saveddetails are shown asin the figure.
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STEP 56 - PAYMENT TYPE
You can let the customers to pay the bill by Cash, Card, Voucher, online based on their easiness. Here you can set
differenttypes of payments.

Click on ACCOUNTS.
From the menu options, select PAYMENTTYPE.

To add Payment Type then Click ADD (+) button.

28 January 202 X
- &

Al

1 Cash

! Card Card Voucher
wWoucher

ionline

Specify the payment type, parent type (cash/card/voucher)and
— o status.

it s | e Now save the details by clicking on SAVE button.

2 % can add another by clicking on ADD button or you can edit the
Feresri s L+ details by clicking onthe particular payment type
For that, make necessary changes and click on UPDATE button.
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STEP 57 - EXPENSE TYPES

You can include various types of expenses here.

Yiserngs
=
Dprmter
(Prooccs
i user

Fweies

ey

[Eiostatese

Expense Types n

07/19/2022

Expense Type Name [Purchase.

Expense Type Description Purchased the electronlc equipments for store

[ e ] 4

7/19/2022 »
Expense Types o

Expense Type Name Delivery

Expense Type Description Deliver b aln Store

Goto SETTINGS.
Click on the Accounts Option
Click on Expense Type

Click ADD (+) button

like Expense Type Name, Description.

EDIT AN EXPENSE TYPE

e Go to SETTINGS.

e (Click on EXPENSE TYPE.
¢ Click on EXPENSE TYPE.

After entering necessary details click SAVE button.

ZKas

Enter the EXPENSE TYPES DETAILS in the appropriate fields

e Everysavedexpensetype willbe displayed, you have to choose

the expense thatyou want to edit.
e Make necessary changesand click OK button.
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STEP 58- EXPENSE DETAILS
You can find the expense detailsthat we added in expensetype here.

e Goto SETTINGS.

pecouns o Click on Accounts
i 8 LB 3 e Selectthe Expense Details
R e Everysavedexpense detail will be displayed, you have to
Eﬁlﬁlﬁ. selectthe expense that you wantto edit.

m o Ifyouwantto edit, click EDIT option in the table field, then
Bxpense et [ +) make necessary changes and click ON Edit button.

pr_Jiase [ [pomtin jmere_Jre v - e You can delete an Expense Details by clicking the delete button
afterselecting the expensedetail.

s Bakery oz 3 ADD THE EXPENSE DETAILS
otk o Click on the (+) option in the Expense Details.
= - e Enterthe Expense Details in the appropriate fields like Expense
..,m R Type, Date, Invoice Number, Amount and Narration.

e You can choose Expense Type, first fill the expense type inthe
Accounts Section.

T

o Afterenteringthe Necessary details click SAVE button.

STEP 59 - ADD INGREDIENTS
A product means the combination of some INGREDIENTS. You can add the details of all ingredients usingto make
fooditemsin restaurantandits effective inventory.

e Goto SETTINGS.
e SelectINGREDIENTS.
i a B 2 e Click on the Add Ingredients Option.
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e To add anew INGREDIENT, click on ADD (+) button.

o Fill the fields with Ingredient Name, Units, Status, Barcode
e Enter costprice.
o Now click SAVE button.

e Toinclude the vendorinformation from which the materials
were purchased, selectthe vendoroption.

e You can search the vendor by clicking on the vendor option

e Whenthe pop-up appears, you can choose the vendorthere

e Also youcan enterthe SKU details.

e Andclick on the SAVE option.

EDIT/DELETE INGREDIENTS

o GotoINGREDIENTS.

e Click on ADDINGREDIENTS.

e EverysavedIngredients will be displayed, you have to choose
the ingredients that you wantto edit/ delete.

¢ Ifyou wantto edit, then make necessary changes and click
UPDATE button.
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STEP 60 - RECIPE

ZKas

e While deletingan ingredient you have to make sure that the
ingredientis usedin any recipe.

¢ Ifyesyou will geta notification seeks that whetheryou want
to delete it or not.

o Click yesto continue.

e You can use the search bar to search for ingredients.

You can save your recipe. When a product gets sold, particular amount of ingredients used inthat product gets
deducted fromthe inventory. That’s why we use recipe. Follow the steps below.

Ingredients

CMatn Men

19-Jul-2022 02:03:01:PM X

o [+

|
nomrsTir
OATHEAL

e Goto SETTINGS.
e Click on INGREDIENTS.
e From the menu options, choose RECIPE.

e Toaddanewrecipe, click onthe ADD (+) button.
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T o e Click Add buttonto add the product
pache o All departmentsthatyou have created earlier will display here.

Produes Add

‘ Namo Category Unie Symbols Quantlty Cost J

= Fromthe list, click onany departmentthatyouwantto choose.
Recpe For instance, click on Lunch.

e SelectBeef Biryanifromt.

searh It |

= o Category it
e el kiagram
Gl e sl wan
Erey el gram

H
H
g

ey ot

#|r2g 2gs T

#
EHEEIF

— ol © Now to add recipe for Beef Biryani, click on ADD INGREDIENTS
Recpe button.

Praduct

¢ Nowall ingredients thatyou have added earlier will display in a
P T G 55 new window.

e You can selectthe necessaryingredients fromthe list.

Reape e Thenclick ADD button.

e Enter the quantity required to make one productand press
e R ENTER Key.

e Andthenclick on + button against it.

e Anewingredientwill be addedtothe recipe.
o Make sure that the sale price and cost price scenario satisfies if
you add a recipe to the particular product.

STEP 61 - RECEIVING

We can receive the ingredients from the ingredients receiving window. The main advantage of this is that, when a
customer order for a product appropriate amount of ingredients required to make that product will be deducted
automatically from the stock. This makes stock management easier and efficient.
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STEP 62-INGREDIENT UNIT MASTER
In the ingredient master, the measurement units for each ingredient are added.
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e Goto SETTINGS.
e Amongthe INGREDIENT menu optionsyou can see one menu

option for RECEIVE.
Click on it.

Enter the vendor’'s name, invoice numberand invoice date.
Click on add item button to add the ingredients you are
receiving.

Enter barcode details, if not disable the barcode option and
search the product.

Enter the quantity and click enter button.

The details will be saved into the software.

You can retrieve the details by clicking on retrieve button
Search via receive numberorvendorwise

Goto Settings

Among the INGREDIENT menu options you can see one menu
option Ingredient Unit Master

Click Onit.
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e Click on the (+) icon.

e €3 o Andgive necessary details.

¢ Enter the stock unit; for instance, if we bought sugar in bulk,

i L+ the unit should be in kilogram. Kilograms should be the stock
- " unit.
o ¢ However, when makingteaor followinga recipe, we only use a
= — specific quantity, such as gram. So it will be the unit of

measurement
¢ Enter the rate of conversion between these two.
e Enter the symbolfor the unit of measurement.
¢ Click on the Save Option.

EDIT/DELETE INGREDIENT UNITS
* Goto settings

i ¢ (lick on Ingredients
e e Select Ingredient Unit Master
i B ] e Everysaved Ingredient Units will be displayed, you have to

choose the Unit that you want to edit/ delete.
e Ifyou wantto edit, then make necessary changes and click
UPDATE button.

STEP 63-MANUFACTURING
In manufacturing, we can calculate the number of ingredients needed to make a specific product. Also useful for
calculating ingredient waste during manufacturing. It also aids in maintaining an accurate stock report.

* Goto the Settings.

= e Selectthe Ingredients.
- e 2 ot e e (Click on the Manufacturing Option.
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e (lick on the Product Name
o From the list, click on any department that you want to choose.
e o P For instance, dlick on Lunch.

Ingredients Wastape

07/20/2022

o Select Beef Biryani From it

—" - — e Itwill automatically display the Beef Biryani Recipe. That we were

R o = T
nnnnn

et et [ X already created earlier in the recipe.

e We can change the Quantity of Ingredients by clicking on it. As a
result, the rate and total amount will be adjusted.
e We can remove the ingredients by clicking the ($8) option.

e Alternatively, we could add each ingredient separately.

o Afterclicking onthe Name, a list of ingredients will show up.
e Choosetheingredientsyouneedfromthere.

e Addthe quantity that you want and Click on the (+) Option.
o The Total Price for all of the ingredientsis visible on the

bottomside.
wwmmm *  On the top right comer, type the quantity you want to
manufacture.
Manufacture No © 7 Quantity oo o . . .
I E— — e You have the option to choose the Recipe and Receive option,

which helps to add the product's recipe to the Recipe data base.
By choosing the Receive option, the product will be added to the
stock. Proper stock maintenance is made possible by this.

e |tis also possible to obtain manufacturing waste.
e Click on the Name.

L e [r—— 0N sewkorca | 1240780 . . .
o Select the ingredients from it.

e Enter the quantity and press the plus button.
e We can remove the ingredients by clicking the (8 ) option.

e The total amount of waste will be displayed on the bottom side,
with a single price for the product on the right side.

o (lick on the Save Option.

Y e You can retrieve the manufacturing information by selecting the
— Retrieve option.
Manufectre Ko s 6 Quanity o0 . .
s one P - e From the list, choose the necessary Manufacture id.

o Details for the selected Manufacturing id will be displayed.
e You can also modify the ingredient and wastage details there.
o C(lick on the Update option after that.

INVENTORY

This is the stock management section. There are three sections STOCK RECEIVING, STOCK TRANSFER and PURCHASE
ORDER. While receiving stock from suppliers you can save the details about the purchase and stock in ZKPOS. Save the
stock receiving details in ZKPOS.
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STEP 64 - STOCK RECEIVING

Login as ADMIN.

Click INVENTORY.

You cansee three options, STOCK RECEIVING, STOCK TRANSFER
and PURCHASE ORDER.

First let’s learn how to do STOCK RECEIVING. Click on STOCK
RECEIVING.

Enter vendor name, invoice numberand invoice date

Click on ADDITEM button

You can enable/disable barcode as peryour convenience
Select the product by scanning the barcode or searching the
products

Last three cost prices of that particular item and packing
guantity will be shownin the respective field.

If you wantto change the tax click on Tax button
Select or deselect the taxes, click OK

To add Vendor details, click on the text field Corresponds to
Vendor Name.Nowa grid sowig all vendorsteyouhavesaved
in the vendor section willappear.

Now select the appropriate vendorfromthelist.Click Close
button.
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T mmmn e Toaddanewitem, clickonthe ADDITEM button.
S e Fromthe list, click onthe item that youwantto add.

L
ot Fen e |1 1008

e | ] I ]

.

T — e Enter the receiving quantity.
ok g e PressEnterbuttonto save the entry.
e 20 memooza | o Now Net Amount, Total items and Total quantity will get
venser nome /e Cle Dy vendorg 100 [T
- —— E displayed automatically.
et e e == | @ TO add another Item, you have to follow the same steps as
above.

S s ® Toadd a newstock receiving entry, click onthe NEW button.
g Rociang e You can take the printout of the entry by clicking on PRINT
M.::::m s m::::.b, T2 E . : - button .
Vender name: edor 1 Lot somree
.
R

" w ¢ Ifyouwantto review previousentry, justclick on the RETRIEVE
Stk Reciing button.
e ——— - e Ifyou know the receive numberin advance, thenselect the
- ——t - option button corresponds to Receive No and enterthe
o Invoice Numberin the respective field. Now click on SEARCH
— — button. You will getthe report.

e e Ifyou know the vendor details, then select the option button
corresponds to Vendor Wise and then click on the textfield
below.
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STEP 65 - STOCK TRANSFER
Some items in the inventory may damage or get expired, soyou need aspace to categorize them from inventory. This
is the main advantage of STOCK TRANSFER/RETURN.

o o Goto SETTINGS.
BN e Click INVENTORY and choose STOCK TRANSFER.
. s g ol o
S
o
Lo
(Paprotucts

e Enter Invoice Numberand Invoice date.

stodeThanster e (Click on the Vendor Name text field to add the vendor details.
- - — Fromthe list selectthe vendor. Now all fields related to Vendor
e " will getfilled.
ml - IL - " L o ‘“_ - L - L -

e loggedin person name will automatically displayed in return
person field.

e Click ADD buttonto add an item to return.

e Selecttheitem that youwant to return.

07/20/2022

e Currently available stock will display in a yellow box.

r—— 1 ¢ Youhavetoenterthe quantity thatyouwanttoreturnto the
stock rante vendor. Afterenteringthequantity pressENTERKey.
T — e That quantity will be reduced from the item stock. You can
- - manage spoiled itemsin this way.
e Here also you can check with previous spoiled items using

RETRIEVE button. To do so click on RETRIEVE button.
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STEP 66 - PURCHASE ORDER

ZKas

You can see the stock detail as a negative value.

You can sell and transferthe productevenif you did not enter
the receiving details in software. Forthis purpose, activate the
minus stock facility in utility.

Once you enterthe receiving details the stock gets
compensated.

If you have created a purchase orderfor a vendor, then save them using this interface.

Fos Bakery

Inventory

Purchase Order

Grdes umber 2

Unt srice % % Quendlty  (ztAmowt  lomal Amount

Purchase Order

GotoSETTINGS.
Click onINVENTORY.
Fromthe menuoptions, clickon PURCHASE ORDER.

Click on Vendor Nametext box.
Selectthe vendorfromthegrid.
Change orderdate if you want
Enter the shippinginformation

Selectthe Item byclickingon Add item.
You can add item by scanning the barcode also.
Enter the Tax and quantity and press Enter key.
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e You can add the shipping or any otheramount by clicking the

Purchase Order ADD button.
v e Entertheamountin the popup.
' e Click SAVE.
B - e You can retrieve the purchase orderas in stock receiving or
o = B ] I
— transfer.
DATABASE
o STEP 67 - SQL CONNECTION

Database

e Gotosettingsmenu.
e C(Click on Database.

e SelectSQL connection.

7 e This part displays the SQL CONNECTION STRING. You can
S0t G access the database file using the details in the connection
string.

Cometion Sting 2 Sowce: &
ly=T

STEP 68 - HOW TO DO DATA CLEANING

When you want to clean up the data stored in ZKPOS, you can
erase everything from it using this functionality.

e Goto SETTINGSand click database.

Data Cleaning

3 e Click on DATA CLEANING.
- - e Enterthe admin password.
4 5 6
7 8 9
@ o -+
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STEP 69 - BACKUP DATA
Itis betterto keep a backup copy of the important data somewhere else in the system. So you have an optionto do
the same.

Auto Backup

STEP 71 - IMPORT TABLES TO ZKPOS
In some scenarios you may need some data outside ZKPOS, in such casesyou can import that data to your ZKPOS
application.

Current Tmprt Tabln Dopartmun

Select the file vou want bo it |

ZKas

From the list mark those checkboxes relevant to the data that
you want to clear.

Clear it by clicking CLEAR button.

A confirmation dialog will appear.

Click YES, and OKto the confirmation message.

Goto SETTINGS and to database.

Now click BACKUP.

DATABASE NAME will be LANAPQOS by default.

You can browse and select the location to store your backup
file.

Enter the backup file name.

Click BACKUP button to backup or CANCEL to cancel the
operation.

STEP 70- AUTO BACKUP
Backup data will be automatically savedto currentfile.

ClickonAUTOBACKUP menufromdatabase.

Database name appeared there by default.

Select Daily, monthly or weekly.

Browse the location where you wantto save the back up.

Goto SETTINGS.

Click on database.

Click on IMPORT TABLES.

Selectthe Database Table to which the data to be added.
Now browse the folderforthe required data.

Click on IMPORT button.

Click OK.

You can download the import template by clicking on
‘Download import template’ button.
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STEP 72 - EXPORT TABLES
You can exportdata from ZKPOS to your computer.

o GOtoSETTINGS.

e C(lick on database.

e (lick on EXPORT TABLES.

e Selectdatabase table and path.
e Click EXPORT button.

e (lick OK.

1. ALL TABLES. 2. CUSTOMER SEARCH. 3. UNSETTLED. 4. DELIVERY. 5. RESERVATION.

20-07-2022 01:44:10:PM

You can do billing, receive orders, handle deliveries etc. using this
section. To learn about this section,

e Goto MAINMENU.

e Click on DINEIN.

o Nowyouwillgetawindow like this.

If a table has invoices related to it, then that table will be visible in Orange color. Below picture shows T2 or TABLE 2
has a customer. That is why its color is distinguishable.

First let’s learn about TABLES.
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1. TABLE MANAGEMENT

e By default, the restaurant area is divided in to three. You can
customize the area in settings. Each area will have a specific
number of tables and each table will have specific number of
seats. All these things are customizable.

e Forinstance, if you have selectedtable T1, then all seats allotted
to T1 will be displayed.

e Seatsarenamedasl, 2,and3andsoon.

e Click on the seat numberthatyou wantto choose.

e Theseat numbershows when you activate the utility ‘Table
seats’

e Nowyouwillberedirectedtothemainpartof POSmodule.
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e Hereis where you could see all the departmentsand products
that you have createdin the beginning part of the tutorial.
o Selectthe ITEMS from the menu list.

e You can selectVeg and Non veg option from the top left
portion of the screen.

e You can also purchase an open product by clicking on the (+)
icon.

e Click on the (+)icon

e Typethe name and Price of the open product

e InTypeyoucan select Price or Price +Tax fromthe dropdown
list.

e Ifwe selectPrice it meansthe product withouttax. However,
any defaulttaxes that we added would be calculated at the
time of billing.

e Price + Tax meansincluding Tax

e Thereis an option Edit product in utility. You can edit the price
details while selecting an item if you enable the utility.

e Forthatclick on the selected item, you wantto edit

e The (+)icon can be usedto increase the product's quantity, (-)
icon is used to lowerthe count

e The Back buttonallows youto returnto the previous page

e You can cancel the product by selecting Cancel

e You can also mention the customer priorities in the product
note. If a customerrequests ateawithout sugar, this can be
notedin the product note. It will be mentioned on the Kitchen
Print
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¢ Edit product helps to make changes

¢ In this section, you can also change the tax, discounts, and
margin price. During the billing process, changes can be made
for any product

¢ Thetotal amountand tax amountare automatically adjusted
when we seta margin amount. And this sum will appearin the
POS.

FPos Restaurant POS

Balance

Multiple taxes can be chosen forthe product.
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O |nomal tax 13,0000

You can provide multiple discounts to your customers. That
was already created in the Discountsection. We can also
provide any customera customized discount.
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¢ By choosingthe side dish option, you can also choose a side
dish.
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@ e You mustselectthe ENABLE COMBO/SIDE DISH in the utility, if
@ you want to display combo products and side dishin the POS
e section.

I
f
JE « Also go throughthe (STEP 34 - SIDE DISH).
i! e Selectok afterselecting the Side dish
 — e Afterthat you can settle the payment
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If there is any extra charge, you need to select it from a drop
downatthe top left portion of the screen.

Bydefault,none willbe selected.

The drop-down list shows the extra charges you added to this
software as percentage value ( STEP 40 - EXTRA CHARGES).

In this way you can add extra charge by percentage. After
selectingthe extracharge clickontheitemthatyou wantto add.

You can also add extra charge by amount, but you need to add
it while settling the bill.

Now let’s learn to settle the bill. Click on SETTLE button.

Your order details with total amount will be displayed. You
have added any extra charge amount, then click on EXTRA
CHARGE button.

Selectthe the Extra chargesfromit, and Click on ok

Now Extra Charge is added with the bill Amount.

You can see a button named ALL, HALF and 1/n. The customer
has choice to pay the bill half by any of the payment options.
Click HALF button to view the half of the total invoice amount.

To divide your total invoice amount with a number, click on a
numberandthen 1/n.for example click on 5 and then click 1/n.

Some customers will visit as a group. But bill settlement may do
by one of them. So, at the end of a month or weekyou cannot
view the incrementin customer visit. That’s why we have placed
an extra button GUEST to add the customer number in each
invoice. Click on GUEST button and enterthe guest countin the
field that appears. Then click SAVE. You have to activate the
guestcountfeature in utility.
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You can see a complementary button beneath the guest option
By clicking complementary option, you can settle the invoice as
complementary (free).

While clicking the complementary button, a pop up will be
shownas in the figure.

Click YES and the invoice will be settled as complementary.

You can also round of the Bill Amount

Click on the Settle Option.

The POS showed the final bill amount.

Enter the numberstoround them off.

Click on the Round option.

The bill amount was rounded off.

In the Utility, there is also an Auto roundoff option. This helps
in automatically rounding the bill amount.

You can also paythe amountin cash, card, voucher, or through
the Customer Account, as previously explained.

Now let us see the use of ADD ADVANCE button. You already know that we can save advance amount to a customer

account. So, save an advance amount to a customer
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Ticket

07/21/2022  ©-|07/21/2022  &-| << | > |Open Tickets Only - Qsearch $Refresh

Invoice Number | Ticket Type Date Time User Ticket Note | Customer Table Total

123 Table 07/21/2022 9:06AM Admin 8 285.5600
121 Table 07/21/2022 9:05AM Admin 7 3500000

137 Table 07/21/2022 10:51M Admin T2 425.0000
132 Table 07/21/2022 10:28AM Admin 0 584.0000
129 Table 07/21/2022 9:18AM Admin 6 21.8000

Ticket Total 6625.4000

Products Sale Price Quantity. Discount Net Amount | Tax Amount Total Amount

ROUND 0.0000 1 0.0000 0.0000 0.0000 0.0000
12 Piece Griled Crab Cakes 175.0000 1 0.0000 175.0000 31.5000 206.5000
12 Plece Butterfly Shrimp 240.0000 1 0.0000 240.0000 43.2000 283.2000

5 Mein Menu

Openthe POS sale window.

Aftersettlement PRINT BILLbutton will be in active state.
Click on it to print the invoice.

If you want to print the invoice automatically, enable the
AUTO PRINT option in utility.

Also if you want to preview the bill click on the Print Preview
option. From there also you can print the bill, there is a Print
Bill option on the right bottom side.

If you need to print the invoice from the ticket section, goto
tickets.

Selectthe ticket from drop down.

Click PRINT button.

If you need to print the company logo in invoice, activate
‘Enable logo in duplicate printing” button.

By selecting the Display option, you will be taken directly to
the POS Sale Page.
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Sometimes you may like to print a temporary bill for the
customer. To doso justclick onthe TEMPORARY BILL button.
Enable Temporary Bill prior to it.

The nextstepis to sendthe ordersto the kitchen manager, for
that click on the ORDER PRIORTY button.

Enter the priority as low, normal or urgent.

The orders will be shown in kitchen manger login as per the
priority.

By default, normal priority will be selected if you do not select
the priority.

Thenclick on send order button.

Already saved food server details and their current assigned
deliveries are shownin the pop up.

Selecta food serveraccording to their availability.

Now click on the OK button.

A Kitchen order print will be generated if you activate the order
and kitchen print.

Now your orders have been submitted. The status of your
orderremains unpaid until the customer settles the bill.

If the customer wants to change the table, then click on the
CHANGETABLE button.
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e Now youcan choose anothertable based on customer’s

) Lol £, v interest.

o Nowtable hasbeenchanged.

Pas Restaurant POS

T : nm e Ifthe orderis made bya regularcustomerand you have the

4 =N ol . customer’s details in your ZKPOS, then you have an option to
choose the customer. To do so, click on the SELECT CUSTOMER
button.

o Nowlist of saved customers will be displayed. Selectrequired
customerfromthe list.

e Nowclick on the SELECT CUSTOMER button.

o The selected customer’s name will be displayed with invoice.
You can change the customer by clicking on CHANGE

@;‘ Customer Search

Search

Name Phone Address
Rafl 365222 Callzm,india
Wanu 9645559527

jsem 3663

(Sam 9911196137 96, Street Rona, Pathanamthitia,India, 6625347
Z0AMATOY

sarn 9524570399

Z04MATOY

CUSTOMER button.
r— 2 71 e Thereisanoptiontomerge anotherinvoice with current invoice
. thereby settling both at the same time. You can use MERGE
Q button for that purpose.

\@ e Select the INVOICE (open tickets) that you want to merge with
Ee e currentinvoice and click OK.

% e Total will be updated based on the merged invoice amount.

cumticinee Balance

INR 4366000

— ey e Nextbuttonis TICKET NOTE. If you want to add any comments
= " toyourinvoice, thenclickonthe TICKET NOTE button.

o Type yourcommentusing the keypaddisplayed.
e e Click SAVEbutton.
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In some cases, your customer may request you to return the
order. You can use RETURN button to do the action. Click on
RETURN BUTTON. You need admin privilege to do the action.
Enter Admin Password.

Enter the Invoice Numberand click ENTER button.

A new popup will appear. If youwant to return all items, then
click on YES otherwise click NO.

If you wantto return any specific items, click NO button. All
productsin thatinvoice will getdisplayed in the left of the
screen.

Choose the items that you want to return by clicking oniit. The
items will be removed from the list.

After removing necessary items, click SETTLE button. The
Amountwill be a negative value since you have to return the
amountto the customer.

Click ALL to enteramount.

Thenselectthe PAYMENTOPTION card/cash.

The amount will be settled. You can take a print if necessary.
Click CLOSE button to go to main.
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If you wantto take a new invoice without closing the current
order, click on NEW button.

You can also split the bill by using the SplitBill icon, it simplifies
the billing process.
Click on the Split Bill Option.

The Forward and Backward arrows allow you to move each item
to a differentbill.

Select the product and click on the forward Arrow button. The
product will move to nextbill.

Doing the same and clicking onthe backward arrow button will
do the opposite.

Click on the SplitBill Option.

Here you can Settle the bills separately

Click on the Settle option for each bill

You can also split the Bills again by clicking on the Split Again
Option.
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2. CUSTOMER SEARCH
The customers whose details are stored already in ZKPOS is viewable in this section.
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You can choose the Change ticket type option to change the
ticket.

The ticket can be changed to Quick Serve, Customer, Dine In,
Drive Thru, Take Away, or Delivery.

Goto MAIN MENU.

Click on DINEIN menu.

Select CUSTOMER SEARCH button.

You can see every customerina grid as shown.
To EDIT the customerdetails, select the customer.
Now click on the EDIT CUSTOMER button.

To ADD a new customer, Click NEW CUSTOMER button.
Enterall details.

And also click onthe Create Account Option. An account for
the customeris created.

Suppose if a customer wants to pay ADVANCE AMOUNT, you
can do it by selecting the customer from the list and then click
on the ADVANCE button in CUSTOMER SEARCH window.

Customername will be there by default.
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Enterthe ADVANCEAMOUNTthatcustomerwantto pay.

Then choose whether he want to pay through CASH or CARD.
Now the ADVANCE AMOUNT s saved.

Close the window by clicking on the CLOSE button.

If the customerhasany previous pendinginvoices, you can
view them from customeraccount details. (The customer
should possess an account, if not click on create account while

editing the details).
To view that selectany customer.
Now click on the ACCOUNT DETAILS button.

All debits from this account will be displayed now. To view the
invoices associated with any ofthem, dlick onitandthenclick FIND

TICKET.
Now you will be redirectedto the POS section.

If the customer wants to close that invoice, you can settle it
from the above window by clicking on the CASH or CARD button.

Click Save button
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e Ifyou wantto see the ticket click on find ticket option after
selecting the transaction

3. UNSETTLED
This is another special functionality of ZKPOS, awindow
where you can see those customers whose billwere not
paid yet.

e Goto MAIN MENU.

e Click on DINEIN.

e You can see an UNSETTLED menu, click on it.

e You can see unsettled invoices by different ordertypes.

4, DELVERY
Some customers may request for delivery services, here
you can manage everythingrelated to delivery services.

e Goto MAIN MENU.

e Click on DINE IN.

e You can see a button named DELIVERY on the top left corner,
click on it.

e You can see three options take away, delivery and online
delivery.
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TAKE AWAY
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e Click Dine in in main menu.
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Choose Items from the list.
Click SETTLE.
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DELIVERY

¢ Nowto add a delivery, click on ADD DELIVERY button.

S e Selectacustomer.

m;” i ﬁ g e Selectproductsand delivery boy by clicking Delivery Boy
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P e Click Ok button.
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e Redirectedto POS window.
e Choose ITEMS fromthe list.
e Click ONLINEPAYMENT.

QUICK SERVE
e Click QUICKSERVEin main menu.

e QUICKSSERVEdirectly opensthe item page withoutgo to the
table section.

e You can choose the products more quickly.

e Selectltemsfromthelist and click settle button.

DRIVE THROUGH

Denoting a restaurant or other facility in which one can be served
without leaving one's car.

e Click DRIVE THROUGH in main menu.

e Redirectedtonew window.
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e Selectltemsfromthelist.

INR 2 . . . . .
e e Youcanchoose priorityoption, click PRIORITY buttonand click
B settle.
Card
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Grand Total Customer AcCount
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e By clicking CUSTOMER button, you will directly go to customer
P selection window.
- — — e Selectacustomerand continue the sale.
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PO—— sy BARCODE
o I | Barcode scanningis an importantfeature in ZKPOS Restaurant
s 12 Piece Butterfly ﬂ software. Atthe time of product creation, you have an option to
“”“’:"“ (1 ety scan the barcode. You have to activate ‘Enable barcode scanner’
2 ... feature from utility.
- o e Click on BARCODE button.
i e ¢ Insale window you can see afield to enter the barcode.
W}W e e INR 566.4000 e Scan the barcode in the product.
D T - Andthe product will be shown there.

Admin (NSNS

REPORTS
Everythingthatyou enterin ZKPOS is saved and you can check with the data wheneveryou wantit. Different dataare

stored as differentreports. To view reports in settings, you have to login as admin. Go to settings and click on reports.
Let’slearn them one by one.

e | e Click on the menu buttonin leftside of the main menu.
e Select REPORT fromit.
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CURRENT SALE REPORT

It shows the report of last sale report.

Click CURRENT SALE REPORT.

Click VIEW button.

Other features like print also available. These features are
common for all reports.

CURRENT ITEM WISE REPORT
e Click currentitem wise reportfrom main reports.
e Selectthe date range and selectthe item from the drop down.

CURRENT DATE WISE REPORT
o Click current date wise reportfrom main reports.
e Selectthe date range.

CURRENT ONLINE ORDER REPORT
o Click currentonline orderreportfrom main reports.
Selectthe date range and type

You can also choose Small Print or Big Print

Use PRINT option to take a print.




ZKas

ITEM WISE REPORT

Pas Bakery

e This reportis similar to CATEGORY WISE REPORT. Instead of
ol Gl e i category you will be choosing item from the dropdown.
‘”‘.:f:; e e e = == | e Click ITEM WISE REPORT.
S D oo = = = | e SelectFROM date and TO date.
- s | e Choose the ITEM from the list.
vt wam | o Use PRINT option to take a print.
.

DATE WISE REPORT

Pos Bakery
e s e This report will provide the date wise sales report. To view the
R - T report, follow the below steps.
L e oumlm e Click on DATE WISE REPORT.
: “ E w e Here you have an option to set the FROM DATE and TO DATE.
e Seta “from date” and “to date”.
R — - e Other features like print also available. These features are
s | s common for all reports.

ONLINE ORDER REPORT
View all Online Order Details usingthis report.

Flas Restaurant POS

Gnline Grder Report

from date

W Ivps

]

Pant fgzn

S S — &S e Click on ONLINEORDER.

vl - e e e Choose FROM DATE and TO DATE.
E ~ = == | e Youhaveto do day closing before that.
- ""D: E e Choose Online App.

o = | e UsePRINToption to take a print.

CURRENT CANCEL ITEM WISE REPORT

Poz Bakery
Current Cancel Ttem Wise Repart . . . .
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INVOICE WISE REPORT WITH HOUR

e Selectthe particular report.

e Selectthe date andtime as shownin the figure.
e Selecttheinvoice type.

ITEM WISE REPORT WITH HOUR

e Selectthe particular report.

e Selectthe date andtime as shownin the figure.
e Selecttheitem fromthe drop down.

PAYMENT SUMMERY REPORT

View all payment summery details using this report.
e C(Click on PAYMENTSUMMERY REPORT.

Select Account.

Select USERS.

Choose the Date Range.

Click VIEW button.

Use PRINT option to take a print.

QUANTITY WISE SALES REPORT

View all Quantity wise sales details using this report.
e Click on QUANTITY WISE SALES REPORT.

e Choose FROM DATE and TO DATE.

Use PRINT option to take a print.
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Month Wise Report
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DAY CLOSE REPORT

This report shows the day close report.

e (lick on DAY CLOSEREPORT.

e Choose DATE FROM and DATE TO.

o Otherfeatures likeprint also available. These features are common
for allreports.

MONTHWISE REPORT

This report shows the month wise report

o (lick on Month wise Report

e Select the Year and Month

e Otherfeatures likeprint also available. These features are common
for allreports.

UNSETTLED ITEM REPORT
e Toviewthe unsettleditems, click view button.

DELIVERY BOY SALES REPORT

This report will show you the details of deliveries done by each
delivery boy.

e Click on DELIVERY BOY SALES REPORT.

e Selectfrom Date and To Date.

e Choose the Delivery Boy from the dropdown.
e Use PRINToptionto take a print.
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DAY CLOSING REPORT

P Bakery
This report will show you the Day Closing Report
s g e Click on Day Closing Report
B - e wemt | e Selectfrom Date and To Date.
o : f - o You will be able to find the Payment Type details on day
—— e e closing (like cash, card, redeem points, Voucher)
o v e e Use PRINT option to take a print.
e et i

SALES REPORTS

DAY WISE REPORT

s e You can view the day wise sales report using DAY WISE REPORT.
R s e e Click on DAY WISE REPORT.
I e o P e Enterthe FROMand TO day number.
— LD e e e Click VIEW button to view the report.
m W e Use printfeatureas doneintheotherreports.

MONTH WISE REPORT

Py
o e This report will display the reportfor aselected month.Youcan

o = T choose the month that you want to view thereport.
: R T T T e Clickon MONTH WISE REPORT.

b o s e Selectthe monthfromthedropdown.

= = * Click VIEW button.

e o T e Use PRINToption to take a print.

: jﬁﬁ : i

YEAR WISE REPORT

ZK  Bakery
e Provides the year wise sales report.
— = e Click on YEAR WISE REPORT.
e T = e Selecttheyear.
e e e e Click VIEWbutton.
: E e ? e Use PRINToption to take a print.
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P kery mepeg  DAILY ITEM REPORT
panem et Provides the daily item report.

Pt opzan

b e C(lick DAILY ITEM REPORT

D . o o e Click VIEW button.
ot wawo e UsePRINToption to take a print.

o okery "3 DEPARTMENT REPORT

Department Repart

e Toviewthe departmentreport, selectthe date range and
_arn Pyl de partment.
I T o w0 e (Click selectdepartmentbutton.

s aawam |u o s |70
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B BT e Selectthe departmentsyouwantto see
5 210720 |12 Pee ety Srmp 2400000 46.00C 11030000 *
5 awam | 1200000 200,112 w000

P oty = TIME WISE SALES REPORT
e View all Time Wise Sales details using this report.
- St e e Click on TIME WISE SALES REPORT.

022722 Al ltems [Joter
S R = e w0 e Enter DATE FROM and DATE TO
P e 19 b Aty g = 1aa000 A .
L narma aw e s . .
e e o e Use PRINToption to take a print.
2107202 TRC00 .m.w:n 240000
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2072022 ety Shina & o sk woan e s

Poskery v CATEGORY WISE PROFITREPORT
e e et e This report shows the category wise profit details.

IS e Click on CATEGORY WISE PROFIT REPORT.
el AV M|« @R WETE:| o T e man camgary  tem auany | Cosr mree | Profit |

= e mmwmw | ® Selectthe daterange.
e Choose CATEGORY.
= e Use PRINToption to take a print.
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Product cost in sales price
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DATE WISE PROFITREPORT

View all date wise profit details using this report.
e C(lick on DATE WISE PROFIT REPORT.

e Choose the DateRange.

e Use PRINT optiontotake a print.

PRODUCT WISE PROFITREPORT

View all product wise profit details using this report.
e C(Click on PRODUCT WISE PROFIT REPORT.

e Choose the Date Range and Time Range.

e Click VIEW button.

e UsePRINToption to take a print.

PRODUCT COST INSALES REPORT

View all product cost n sales details using this report.
e Click on PRODUCT COSTN SALES PROFITREPORT.
o Click VIEW button.

e Use PRINT optionto take a print.

SALES RETURN REPORT

You can view the details of sales return.

o Click SALES RETURN REPORT.

e EnterDayNofromand DayNo To.

e Click VIEW button.

e Clearthereportbyclicking on CLEARbutton.
e Use PRINT optionto take a print.
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SALES RANKING REPORT

View all sales ranking details using this report.
e Click on SALES RANKING REPORT.

e Choose FROM DATE and TO DATE.

o Use PRINT option totake a print.

CASHIER SALES REPORT

View all cashier sales details using this report.
e C(Click on CASHIERSALES REPORT.

e Enter DAY NO FROM and DAY NO TO.

e Use PRINT option to take a print.

USER WISE SALES REPORT
e Enter daterange and selectusertype and user

CASHIER DRAWER BALANCE REPORT

View all Cashier Drawer details using this report.
e Click on CASHIER DRAWER REPORT.

e Enter DATE FROM and DATE TO.

e Use PRINT option totake a print.
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EXTRA CHARGES REPORT
In this report you can view the report of extracharges.

e Click on EXTRA CHARGES REPORT.
e Selectthe FROM date and TO date.

STOCK REPORT
View all Stock details using this report.

e (lick on STOCK REPORT.
e Click VIEW button.
e Use PRINToption to take a print.

PHYSICAL STOCK REPORT

View all Physical Stock details using this report.
o Click on PHYSICAL STOCK REPORT.

e Click VIEW button.

e UsePRINToption totakea print.

STOCK RECEIVING REPORT

View all Stock Receiving details using this report.
e Click on STOCK RECEIVING REPORT.

e Choose DATE RANGE.

e Use PRINT optiontotake a print.
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STOCK TRANSACTION REPORT

View all Stock Transaction details using this report.
o STOCK TRANSACTIONREPORT.

o DATE RANGE.

e Click VIEW button.

e Use PRINToption to take a print.

INGREDIENTS STOCK REPORT

View all Ingredients Stock details using this report.
e Click on INGREDIENTS STOCK REPORT.

e Choose Ingredients fromthelist.

e Click VIEW button.

o Use PRINT option totake a print.

INGREDIENTS RECEIVING REPORT

View all Ingredients Receiving details using this report.
e Click on INGREDIENTS RECEIVING REPORT.

e Enterthe date range.

e Selectingredientsandvendor.

e Use PRINT optiontotake a print.

INGREDIENTS PROFITREPORT

View all Ingredients Profit details using this report.
e Choose DATE FROM and DATE TO.

e Use PRINT optionto take a print.
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Stack Value: Report

T
= Sl int

STOCK VALUE REPORT
View all Stock Value details using this report.
o (Click on STOCK VALUEREPORT.

ZKas

B v o | e Click VIEWbutton
10 3 Poce nikes Cra Cokas. 1200400 8200 2500000 .
E—r o o o
e Use PRINToptiontotake a print.
.

o ke S LOW STOCK REPORT

otk g View all Low Stock details using this report.
P i e Click on LOW STOCKREPORT.
e e = == 1 e Click VIEWbutton.
- ==« | e UsePRINToption to take a print.

EXPENSE DETAILS REPORT
Erone el e View all Expense details using this report.
I e Click EXPENSE DETAILS REPORT.

B o e

" O Big Pt
DTG, I me =+ | e Choose DATE RANGE.

I = t lmoe e Choose Expense type.

e Use PRINToptionto take a print.

e Bakery 3 VENDOR REPORT

Vendor Report

From Date t& arzifz Verdor Cofe Cafs Day J ¥t nton
@ smatpree

View all Vendor details using this report.

Tobate Y onzy2 O tigpin o C“Ck on VENDOR REPORT.
R L T N e e Invice 0 et oot |
e o1 =TI e Choose FROM DATE and TO DATE.

e Choose Vendorname.
e Use PRINT optiontotake a print.
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COST REPORT
o Selectthe date range and click view button.

INVENTORY REPORT

View all Inventory details using this report.
e Click on INVENTORY REPORT.

e Click VIEW button.

o Use PRINT option to take a print.

INVENTORY TRANSACTION REPORT

ZKas

View all Inventory Transaction details using this report.

o Click VIEW button.
e Use PRINT option to take a print.

CUSTOMER DETAILS

View all Customer details using this report.
e Click on CUSTOMER DETAILS REPORT.

e Choose FROM DATE and TO DATE.

e Choose CUSTOMER.

e Use PRINT optionto take a print.
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CUSTOMER POINTS

View all Customer Points details using this report.
Click on CUSTOMER POINTS REPORT.

Choose FROMDATE and TO DATE.

Choose CUSTOMER.

Use PRINT option to take print.

CUSTOMER ADVANCE

View all Customer Advance details using this report.
e (Click on CUSTOMER ADVANCE REPORT.

e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.

CUSTOMER GIFTCARD

View all Customer Gift Card details using this report.
e Click on CUSTOMER GIFT CARD REPORT.

e Choose FROM DATE and TO DATE.

e Use PRINT option totake a print.

SALES TAX REPORT

View all Sales Tax details using this report.
Click on SALES TAXREPORT.

Choose FROM DATE and TO DATE.

Choose CATEGORY.

Use PRINT option to take a print.
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TAX REPORT

View all Tax Details using this report.
e (lick on TAX REPORT.

e Choose FROM DATE and TO DATE.
Use PRINT option to take a print.

ORDER SUMMARY REPORT

View all Order Summary Details using this report.
e Click on ORDER SUMMARY REPORT.

e Choose FROM DATE and TO DATE.

Use PRINT option to take a print.

CANCEL ORDER REPORT

View all Cancelled orderdetails usingthis report.
e Click on Cancel Order Details.

e Choose FROM DATE and TO DATE.

Use PRINT option to take a print.

ORDER DETAILS REPORT
View all Order Details using this report.

e Click on ORDER DETAILS REPORT.
e Choose FoodServer.

e Choose STATUS.

e Choose PRIORITY.

e Choose FROM DATE and TO DATE.
e Use PRINT optionto take a print.




07/22/2022 X

Fomoate (B wain lser ol e f Fint ooton
# smalprnt
O S i
W w A BEEOER - [ |
wcaice
i
e
wzsau 1. 10 AoninAcmtrer ) 2.7 023 724, i e
Grand Total 2rasan

Pos Balcery 07/22/2022 X

Foud Voucher Reporl

Voueher Seies | EEIIRES ‘ 9 usod T
5l pint
Exsired sl B R
NI o T o [ [siae [
anar  mei 522t
oo il
mma mmen . i
s amen EEar
s s sa00_ at

Pos Restaurant POS 29 January 2021 X

Gratuity / Tip Report
prat Option
s @ o [ e
® Smallprnt O Big Prnt
OM Oadut  Ounadust
CRPEETDT TR T T LS Y invoceno Bl Amount Vendor T status
Company name o221 0000... 10 o0 70000 adusted
Gratuity I Tip Roport ov2021 00:00... 70 6000000 nto 50000 Adsted
oo AT 0P o2 0000.. 1 0000 Jasm 0o s
veor 2 | !
e = = o2z 0., |1 0o ko Joswo adused
w70 s00m0 730000 2821 090, 1 0o o oo Adusted
120000
e R T o621 00:90.. 4 ) so00  Adusted
T 28121 0:90.. 5 0000 asha 0000 Adusted
a8 oo 00w ! i
28030 ou2821 0:0.. |3 0000 to w0000 Adnted
vl oo Sows i T
28030 A 0128721 0:20.. 7 0000 ito o000 dted
AT
e ouzs 0000.. 4 ooneo e o0 adwted
w1 oo o221 000.. |5 o000 linto 0000 adusted
Y T L i i L
oGy 240000 ovzs1 0000.. 7 (oo (o000 agpaen
Vi f o221 00:00.. 7 0000 |asha @00 adusted
oo rce_ [t Guky Total Tip Amount ~ 214.00
vl oo Some
200w A
w1 enan 00w
s a

Pos Restaurant POS 29 January 2021 X

Action Log Report

Pnt Opton

Fom Staus Al 4 Usar llusers |
Osgrant
R wmaw tg) 2021129 © smalprn

({1 oir ) e®G8OT m  + Jlog [y

o [forn | bescrpton Staws
Company name 20.01-2... Adnin Logn ‘Work period started for UserlD:1 on dayno:1 Al
Ao LogRupor :
L 10012, v | Adniity Wik ptionsmodied "
et e v s e !
e P e p—r—" e
st tncitn TR g Ty prep—— 5
Logbwo: 8012021 0012, o Wodseod ek perod st o Useckdmnondno? 460
o Vg vans o e ko vt s ds
ot TR P ey ey ————
pamn €t Acmotnty iy io0r2. aimn wonserid vorkoerad st forsragmn s add
e -
o2 e wonseid vorkoued toneaforsragmnon s Add
et ity P Py Heny MR
i 0012 a0 vodeeid werkoiod arcdfor seradmnondanos 368
At E64 Agniunity Wy
s 20012, amn worsarid vorkutod sanedforUsragmnon oy |add
, I
i A P Votkprod
il
frvarnel
s

WORK PERIOD CLOSING REPORT

View all Work Period Closing using this report.
e Click on WORKPERIOD CLOSING REPORT.

e Choose FROM DATE and TO DATE.

e Choose AREA.

e Use PRINToption to take a print.

FOOD VOUCHER REPORT

View all Food Voucher Details using this report.
e (Click on FOOD VOUCHER REPORT.

e Choose VOUCHER SERIES.

e Use PRINT option totake a print.

GRATUITY/TIP REPORT

View all Gratuity Details using this report.
e Click on GRATUITY REPORT.

e Choose FROM DATE and TO DATE.

e Choose FOODSERVER.

e Use PRINT optionto take a print.

ACTION LOG REPORT

View all Action Log Details using this report.
e (Click on ACTION LOG.

e Choose FOOD SERVER, STATUS, and USER.

e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.

ZKas
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ATTENDENCE REPORT
View all Attendance usingthis report.

Click on ATTENDENCE REPORT.
Choose FROM DATE and TO DATE.
Choose USERS.

Use PRINT option to take a print.

DAY CLOSING REPORT
View all work period closing report here day wise and user wise

Click on Work Period

Choose FROM DATE and TO DATE.
Choose USERS.

Select the Day No as well

Use PRINT option to take a print.

WASTAGE REPORT
View all Recipe Wastage using this report.

e (lick on Recipe Wastage

e Choose FROM DATE and TO DATE.

e (lick on the View Option

e Use PRINT option totake a print.

PRODUCT COST REPORT

View all Product cost using this report.

e Click on Product Cost

e (lick on the Product option, select the product from the suitable
Department.

e And if you want all product details click on ALL

e (lick on the View Option

e Use PRINToption to take a print.



MANUFACTURE REPORT
View all detailed manufacture reports here,
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Click on Manufacture

Choose FROM DATE and TO DATE.
Click on the View Option

Use PRINT option to take a print.

Dashboard is available ADMIN. ADMIN can view the orders that have been senttothe kitchen and to food serverand
also the status of the order. He can view all the active tickets in this section. For instance, suppose an order has been
sendto the kitchen, then the kitchen managerand food server can know what the orders are and the order priorities.

DAY CLOSING

In our business we can eitherclose day-to-day activities or close two days activities together. Let’slook how to do it.
It helpsto find the difference between billed and received amount of each userforthe current closing day.

07/22/2022 3:19PM —

Pus Bakery

Day Close

Cashier Id Cashir e Amourit Dilference
1 Admin Casn 2965 4000 | 0.0000
Toral Sum 2955.4000 0.0000

5 Hain Menu

Pos Bakery 07/22/2022 3:21 PM —

Day Close

Cashier 1d Casl Amount: Itecelved Amount Uifferance
1 ad 2054000 | 0.0a00
il 2 3 285,400, 208540 0.0800

4 5 6

7 8 9

c] 0 £

5 Main Menu

You can see a DAY CLOSE button in the MAIN MENU. This
optionis only available to ADMIN.

Click on DAY CLOSE.

You can see the INVOICEAMOUNTin the AMOUNT column.
You needtoenterthe amountthat you received fromthe
customerin RECEIVED AMOUNT column.

Now click on DAY CLOSE button.

Confirm the day close by choosing YES. If there is any
unprocessed bill another popup will show up and you needto
confirmittoo by clicking CONTINUE.

To complete the process, you need to enter the ADMIN
PASSWORD.
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Account Detals
072212022 i
Qsearh
72272022 =
Account bame Dsbiz | crede Belancs H
Cash 19857.1000 0000 ~16357.1000 ﬂ

Ceffe Cafe oy 1699 2000 25800000, S0 000

Pl Gt
Comslemsntary 0.0000 0.0000 0.0000
i ® Bia Print

Counit o 0.0900 0.0000 0.0000 © Sl Print
Customes acount 0.paa0 10000000 1000900

Customer Card 0.0000 0000 00000

Debit Card 0.000 0.0000 0.0000

Dot 0.pa00 0.000 a.000

Exnse 2000000 .00 -200.0000

2000000

Exera Chargss 0.0000 200.0000

5 Man Mer

07/22/2022 3:25PM =
Account Details
Q) Searh [})Ratrash 8Pt 4 Bak

Crasted Data Datit Credit
(Customer Card Payment|Cus.. Card 21-47-2022 425.0000 0.0000

Total Debit 1425.0000 fctivalelin

Balance 425,000
oDkt 143500 e,
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ACCOUNT
Selectaccount option from main menu.

e You can see the account transactions done through the
software here.

e Ifyou wantto see the details, click on an individual detail
e C(Click on ACCOUNT DETAILS option
e You can also take the print out

Tickets indicate orders. It contains current day’s paid or unpaid invoices and previous day’s paid invoices. Tickets will
be shown underthe conditions selected by ADMIN/USER.

Pos Bakery 07/22/2022 3:26 PM =

Ticket

incice e cket g Dt Time User Ticketbote  Customer Tobie 3
183 Table a2 180 aanin 2 566.4000
1 Dveth s advin 3000
168 Gnlled AR %20 sunin 625.4000
175 Table a2 adnin r) 145000
17 Toble arryn e i b 885.0000

Ticket Totel 9516.7000

Pt Sale P Quanllly  [Disonl Weldnonl  Tox dvounl ot oot

Bacon R Grld Chickan Salad 200,000 1 D00 Nogwo 54000 354 0000

Ealsamic Rasst veg Selsd angan i vaoon a0 0000 s 0o 0o

5 Main Mernu

e Goto MAINMENU.

e C(ClickonTICKETSbuttononthetop leftcorner.

e Selectthe FROM date and TO date.

e Youcanselectthe TICKETTYPEfromthedropdown.

Now all invoices between the selected dates will be displayed.

Pas Bakery 07/22/2022 3:35PM =

Ticket

Ivoice Mumber | TiatType | Date Time User Tickethote  Customer Table el
1063 Concelled 021202 125204 dmin Hany 186000
1 Onllne crder 0772272022 S50 dmin 10620000
121 oncellet 7L T s 50,4600
I bl artpn 1w advin " 65,4000
133 Toble: om0 i 15 1420000

Ticket Total 42375.4800
Products Sale 7ice Quontly  |Disount  NetAmomt  TaxAmeunt Total Amoant
Cricken Clud Sandnich 220000 1 00000 220000 435600 285.5600

“

el Mo

e You can see the INVOICE NUMBER, TICKET TYPE, DATE, TIME,
USER, TOTALAMOUNT etc.

e Ifyouclick on any of them, you can see the products associated
with that invoice.

e Thereis an option to PRINT the ticket details.

e If you know the invoice number, you can search it by using the
SEARCH button.
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Womwe neosmemwn | * YoUCanseethestatusof each invoice here.
e Selectan invoice frominvoice listing grid.

e Click on STATUS button.

Q searcn

e Ticket Nete  Customer Teble Total ‘

refresh

TidetTipe |

2 Oniine srder dnin sem
EY Quick Serve imin 12M.00
35 Caancelled Iimir 913.50
E Customer dmin New s L
S Onine sider 1530

Titkel Tolel 7067.75

vroduets sale prce WAty Dt eramount la Ameant Tatal Anounc

ik, St R Casts Skl 12000 1 000 Ham am 100

Fried Green Tomatas 120,00 1 0,00 12000 .l 12600

Gilles crah ke 0,00 1 00 sam e 30750

12 Fiece Bultardly Shiimg 150.00 1 0.00 150.00 7.50 157.50

Truit Mapie: Catmeal 13.00 1 0.00 13000 50 13650

ey s KITCHEN DISPLAY

Agresh Kitchen Manager - Admin

Ot Nuber | Invoie Products Faod Server Status Pricrity 3 [ G (0] to MAl N M EN U .
[

o Click on KITCHEN DISPLAY. (Also, login as kitchen manager using
userid and password).

o Now, allthe active orders will display based on priority. URGENT
orders will display first and then NORMAL and finally orders
with LOW priority.

e Expandeach order by clicking onit.

Activate Windows

ortder Count : 1

s e When the items are ready to deliver kitchen manager can

Kirchen Maniager - Admin

Rerh

orger wa} = | Products Foodsener | saws | pemr M Ch a nge the status Ofth eordertO READYTO DELIVERY.

Grilled Crab Cakes 10000

e There are also options for ORDER CANCELLING, ORDER
12 Piece Butterfly Shrimp 1.0000
12 Plece Butterfly Shrimp 1.0000 Order Crebed {Adviin - 15:37:47)

—
Grilled Crab Cakes 1.0000 H MODIFICATIONS, PEN DINGetC

mn * Foud S
Tern Caund - 4 Ords Dunalionet Minule TR A Pox |

et Monl Tt
Onder Cancelled
Ferding
Ready to Delvery
Dl vered

Ouden Counl 1

55 Main Menu

07/22/2022 3:45PM = FOOD SERVER

Rults Pl Servin - Adnin

2 L oms | e ~» 7 o If the status of the order changedto READY TO DELIVERY, food
Gl cob s A ‘ ‘ ] server can serve it for the customer and change the status to
i e SRR e e, DELIVERED.

e Thenclick OK, details will be updated.

WEEES| ¢ Those orders with status as “READY TO DELIVERY” can be

viewed by clicking on FOOD SERVER button.
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Refiosh Fovd Sorver - Admin
Ber | it v Procucts foodsener | St | oty

Grilled Crab Cakes 1.0000 Ex

12 Plece Butterfly Shrimp 1.0000

12 Piece Butterfly Shrimp 1.0000 ik Crumlead (A - 15:77:47)

Grilled Crab Cakes 1.0000 Rasady to Delivery (Admin - 15:43:22)

rem ount < 4 Order burston s Minute Delivred - DS

Order Coun : 1
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He too can expand the order details by clicking on it, if the order
has delivered, he can update the status to “DELIVERED".

ZKSTORE

Open ZKPOS Restaurant Software as administrator

Now you can see a page to verify the retailer code and serial
number

Enter the retailer code and serial number

Click verify button

Now you are successfully verified your device.

Afterverifyingthe device, you will geta login page
If you are notregistered in ZKSTORE yet, create an account

If you want to access ZKSTORE you need to login to registered
account. If youdon’t have one, then create one using REGISTER
link.

Your product key code, retailer code and serial number already
seenin registration form

Fill otherdetails and click REGISTER button

Afterregistration you will get one username and password, you
can use it for login to ZK STORE.
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ZKPos Version 4.0.0 License
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&,

Androld Regort dnp

Cn pen

ZKas

To activate the license, click on ACTIVATE button.

You can activate the license after confirm the request by
retailer.

After confirmation activate button will be changesto INSTALL.
Log out from the ZKSTORE and again login to see the changes.

Click on Install button.
You will geta pop up forrestarting the application.
Restart the application.

Now the status will be changes to installed.
You are successfully activating the license.

If you want to activate ZKPOS Android Order app, please click
activate button.

Click OKto the alert message.

The add on will be activated after the confirmation fromretailer.
Please log out from ZKSTORE and log in again.

If the retailer confirmed your request, activate button will be
changedto INSATLL button.
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ZKPos Version 4.0.0 License

Status: Activated
prorict Key Gade

Click on install button.
Now restartthe application to make changes.
Now you are activated the feature license.

ZKas

Now the status of android order App will be changed to

‘Installed’.

You need internet connection to activate license through

ZKSTORE.

In utility you can see the feature status as activated.

You can change the login password by clicking change

password button.
Enter the old password and new password.
Click change password.
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21-03-2019 05:15:09 PM SAFE MODE
e Safe mode feature makesyour POS protective from other users.

Safe Mode

Enter pin

07/22/2022 3:56 PM = DELIVERY “ CKEr

07/22/2022 +-Jo7/22/2002 [ <[>

& refest

m= o Click DELIVERY TICKET.

e |tshowsonline orderand delivery tickets
e Choose DATE RANGE.

ZETE] e Choose Ticket Option.

Pruducs sale Price Quenliyy  |Disounl  Metnont Tax Aveunt ot ot |

ivice tumber | Tides Tyge | Dete | et ot

Flsh, Srima & Cran Shell 1200000 2 D.0000 24n.0000 43,2000 3832000

START AND END WORKPERIOD

Work period section is for viewing the working duration of currently logged in user. Before starting POS operations,
work period must be started. All the previous work periods of logged in user will be displayed in the main screen of
work period. In our shop if a cashier is available from 9 —5 and another cashier continuous to work, let’s see how the
first cashier closes his work period. If you logged in as admin you can have access to everything in the ZKPOS. If you
are a cashier or any otheruser you will have only limited accessibility. Admin starts his work period automatically on
logging in other users should start their work period manually. Below picture shows the MAIN MENU in ZKPOS
SUPERMARKET, logged in by ADMIN.

e Thisis the MAIN MENU.
e e LOGIN using your UserID and Password.

22-Jul-2022 04:01:27:PM

g
g
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g
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£
£
g

If you are logged in as Cashier, you need petty cash to give to the customers, so before start working Admin should
grant the petty cash for the cashier. Let’s look at how an ADMIN can provide petty cash to the CASHIER.
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Utility

-@caml Settings
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Enable slideshow custamer display
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wiork period

& Main Hen
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Main Menu

£ Vain Meru:
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For that, login as ADMIN.

e Goto SETTINGS.

Enable PETTY CASH ADVANCE in the UTILITY Update it.

Now logout and login as CASHIER.

Click on START WORK PERIOD button from side menu

To start working click on START WORK PERIOD.

This time you have to provide the petty cash advance before
start working. The petty cash details are based on the currency
denominationyou enterbefore. Then start WORK PERIOD.
Actually, work period automatically starts when you login tothe
software as admin for the first time and until you enable the
petty cash. Once you activate petty cash advance, you have to
start the work period manually.

Now he can process bill or view reportsand soon.

Now to End work period, Goto MAIN MENU.

Click on END WORK PERIOD, in the right side of the window you
can see an END WORK PERIOD button. Click on it.

Specify the BALANCE PETTY CASH in the field provided.

Specify the reason to end work period and then click END WORK
PERIOD button.

Click OK.
You can view this report from WORK PERIOD REPORT.

CASH DRAWER

Selectthe menuicon from top left side of the main menu.
Click cash drawer.

Enter the admin password.
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e A pop up will be shown asking you the reasonto openthe cash
drawer.

22-Jul-2022 04:10:07:PM

Main Menu

e Selectthe reason.
e Write it in the text box if you have any other reason.

o5 Restaurant POS 22-Jul-2022 04:36:58:PM X A-I-rEN DAN C E
Attendance

You can enterattendance manually by selectingthe punch type is
check or checkout.

{ﬁ‘ S e Click on the leftside menu.
ij‘m e ‘ e Select ATTENDANCE.

e Enterthe punchtypeand user.

LOGOUT

e You can LOGOUT from ZKPOS by clicking on the LOGOUT
button.

e You will be redirected to LOGIN section.

22-Jul-2022 04:37:39:PM
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ZK Building, Wuhe Road, Gangtou, Bantian, Buji Town, Longgang District, Shenzhen China 518129
Tel: +86 755-89602345
Fax:+86 755-89602394

www.zkteco.com
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